SCHEDULE 1
ADM NI STRATI VE RECORDS
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SCHEDULE 1
ADM NI STRATI VE RECORDS

ACKNOWNLEDGEMENT FI LES (Item 1-27)
These files docunent the acknow edgenment and transmttal of
inquiries and requests that have been referred el sewhere for
reply. These files include copies of the initial request and
| etters of acknow edgenent and transm ttal.

RETENTI ON

Retain for 3 nonths after acknow edgenent or referral and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

ADM NI STRATI VE AND FI SCAL OPERATI ONS GRANT FI LES REPORTS (Item 1-10)
These are reports on the admnistrative and fiscal operations of
federal or state funded prograns conpiled on a nonthly,
quarterly, or sem -annual basis. It also includes supporting
docunent at i on.

RETENTI ON

Retain for 5 years after conpletion of all applicable
audits and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)

ANNUAL REPORTS (ltem 1-2)
These are reports on program activities and acconplishnments of
the municipality or individual departnent for the previous year.
They may include statistics, narrative reports, graphs, and
di agr ans.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

CENSUS | NFORVATI ON FI LES (Item 1-3)
These files contain copies of U'S. Census Bureau forns conpl eted
by municipalities on governnent enploynent and tax revenues. They
are used to conpile state and national statistical reports, neet
the requirenments for Federal Revenue Sharing, and to make
financial information available to the public.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 88)

CI TY H STORI ES (ltem 1-14)
These are published or unpublished histories witten on the
muni ci pal governnent or an individual rmunicipal agency. The
hi stories are financed by municipal funds. They may incl ude
title, author, date written, and a historical narrative.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

Cl TY SCRAPBOCOKS (Item 1-4)
These are a chronol ogi cal record of the activities of the
muni ci pality or individual nunicipal departments. They incl ude
phot ogr aphs, newspaper clippings, flyers, program notes,
brochures, and other itens pertaining to city activities and
actions and reactions of the municipality's citizens.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

COVMUNI TY DEVELOPMENT BLOCK GRANT ADM NI STRATI VE RECORDS (Item 1-47)
These files docunment the administration of projects funded under
t he Community Devel opnent Bl ock Grant program (CDBG). These
projects include both direct grants and regrants. The records
include the prelimnary reports, audits, certificates, maps, and
rel ated correspondence. Under the federal guidelines, agencies
are required "to maintain records in sufficient detail to
denonstrate conpliance with the provisions"” concerning
affirmative action, |abor and environnental standards (24 CFR
570.611(f) (1993)).

RETENTI ON
Retain for 3 years after end of grant period and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 12/97)
COVMUNI TY DEVELOPMENT BLOCK GRANT APPLI CATI ON RECORDS (Item 1-48)

These files docunment the application and conpletion of projects
funded under CDBG funds. These projects include both direct

grants and regrants. The files include the initial application,
and all final reports.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

CONSTI TUTI ON AND BYLAWS (ltem 1-17)
These are the constitution and byl aws of nunici pal
gover ni ng/ advi sory boards. They establish the organization and
operational procedures for the board. They usually include date
of adoption and amendnents, description and purpose of board,
menber shi p, description and responsibilities of board's
positions, neeting frequency, voting procedures, explanation of
what constitutes a quorum and the establishnment of procedural
rules (e.g., Robert's Rules of Order, etc.).

RETENTI ON

Permanent. May be transferred to the State Archives after
di sbandi ng of conmittee.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

EXECUTI VE CORRESPONDENCE (Item 1-8)
These are records which are not duplicated el sewhere that
docunent how the office is organi zed and how it functions, its
pattern of action, its policies, procedures and achi evenents.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

FEASI BI LI TY STUDI ES (I'tem 1-11)
These are studi es conducted before the installation of any
significant technol ogy or equipnment. They include specific
studi es and system anal yses for the initial establishnent and
maj or changes of these systens.

RETENTI ON
Retain for 5 years after conpletion of study and then
destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(11) and UCA 63-2-304(22)
(1997)
(Approved 06/97)
FI NDI NG Al DS (Item 1-5)
These are indexes, lists, registers, and other aids that assist

in the efficient use of other records.

RETENTI ON
Retain until records to which they pertain are destroyed
and t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

Ut ah Muni ci pal General Records Retention Schedul e 1998 4



SCHEDULE 1
ADM NI STRATI VE RECORDS

GENERAL ADM NI STRATI VE RECORDS (Item 1-6)

These are records of a general facilitative nature created or
received in the course of adm nistering prograns. They incl ude
daily, weekly, or nonthly activity reports which are sumari zed
in an annual report, correspondence and nenoranda.

RETENTI ON

Retain for 2 years or until no | onger needed for reference
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

GOVERNVENT RECORDS ACCESS AND MANAGEMENT ACT ( GRAMA) ACCESS (I'tem 1-29)
REQUESTS

These request forns docunent individuals seeking access to
muni ci pal records as provided under UCA 63-2-204 (1997). They
i ncl ude requester's nane, address, tel ephone nunber; date; record

request ed; date request received; whether access provided or
deni ed; and date responded.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(2) (d) (1997)

(Approved 06/ 97)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

GOVERNMVENT RECORDS ACCESS AND MANAGEMENT ACT ( GRAMA) MUNI ClI PAL (Item 1-30)
APPEALS CASE FI L
These case files docunent the appeals for access of nunici pal
records to separate mnmunici pal appeals bodies (i.e., city counci
or separate board). This is in accordance with nunici pal
ordi nances adopted under the authority granted in the Governnent
Records Access and Managenent Act (GRAMA) (UCA 63-2-701 (1997)).
These case files include copies of the access request and deni al
forns, the appeal, research notes, council or board decision, and
any ot her docunentation concerning the appeal process.

RETENTI ON
Per manent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(2)(d) (1997)
(Approved 06/ 97)
GOVERNVENT RECORDS ACCESS AND MANAGEMENT ACT ( GRAMA) STATE (Item 1-31)

APPEALS CASE FI LES
These case files docunent appeals for access of nmunicipal records
to the State Records Conmttee in conpliance with the provisions
of the Governnment Records Access and Managenent Act (GRAMA) (UCA
63-2-701(1)(c); 63-2-403 (1997)). These case files include copies
of the access request and denial forns, the appeal, research
notes, statenents, State Records Conmttee's order, and any ot her
docunent ati on concerni ng the appeal s process.

RETENTI ON
Retain for 1 year or until adm nistrative need ends,
whi chever occurs |ater and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/ 96)

Ut ah Muni ci pal General Records Retention Schedul e 1998 6



SCHEDULE 1
ADM NI STRATI VE RECORDS

GRANT FI LES ORI G NAL APPLI CATI ONS (Item 1-9)
These are files on nonetary grants received fromstate and
federal sources. Includes the original applications, contract
agreenents, and annual and final performance reports.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 88)

HOUSEKEEPI NG FI LES (ltem 1-7)
These are records of a general housekeepi ng nature which do not
relate directly to the primary programresponsibility of the
of fice. Includes records such as charity fund drives, custodi al
servi ce requests, parking space assignnents, and distribution of
keys.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

| NCOM NG DOCUMENT LOG (Item 1-32)
This | og records incom ng docunents that require distribution or

action. Includes date received, description of record, action and
dat e taken.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

| NTERNAL COVM TTEE RECORDS (I'tem 1-33)
These records docunment actions of an internal staff commttee
handl i ng problenms within a nunicipal agency. These conmttees do
not make citywi de policy. The records usually include agenda,

i nternal nmenoranda, notes, and i nformal m nutes.

RETENTI ON

Retain for 2 years or until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.

(Approved 06/ 97)

MAI LI NG LI STS (ltem 1-12)
These are lists of nanmes and addresses used for various mnunici pal
mai lings (billings and other adm nistrative purposes).

RETENTI ON

Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(2)(d) (1997)

(Approved 03/88)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

MEETI NG AGENDA (ltem 1-1)
These are copies of notices of regular and special neetings of
the city council and other pertinent commttees. They may incl ude

date, tine, location of neeting, list of itens to be discussed by
committee nenbers at regular, special, and emergency public

nmeeti ngs.

RETENTI ON

Retain for 2 years or until admnistrative need ends, if
not part of official mnutes and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

MEETI NG M NUTE TAPE RECORDI NGS (1tem 1-45)
These are the tape recordings of the proceedi ngs of regularly
schedul ed, special and energency munici pal neetings. They are
used to create the official m nutes. UCA 52-4-7 requires that
"written mnutes shall be kept of all open neetings" and that
they "shall be available within a reasonable tinme after the
meeting." UCA 52-4-7.5(2)(a) (1997) requires that "if a public
body closes a neeting . . . for any other purpose than to discuss
t he depl oynent of security personnel, devices, or systens, the
public body shall either tape record the closed portion of the
neeting or keep detailed witten mnutes that disclose the
content of the closed portions of the neeting.”

RETENTI ON
Retain for 1 year after approval of official mnutes and
t hen destroy; provided resolution of any rel ated
[itigation.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(e) (1997).

SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(32) (1997); UCA 52-4-7.5(2)
(1997)

(Approved 02/98)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

M NUTES (ltem 1-13)
These are the mnutes of regular, special, and energency neetings
of official nmunicipal commttees, boards, and task forces. UCA
52-4-7(1) (1997) requires that witten m nutes be kept of al
open neetings. These m nutes shall include: "the date, tinme and
pl ace of the nmeeting; the names of nenbers present and absent;
the substance of all matters proposed, discussed, or decided, and
a record, by individual nenber, of votes taken; the nanes of al
citizens who appeared and the substance in brief of their
testinony; and any other information that any nenber requests be
entered in the mnutes.” Mnutes are also required to be kept for
all closed neetings in accordance with UCA 52-4-7(2) (1997) and
to include: "the date, tinme and place of the neeting; the names
of all others present except when such disclosure would infringe
on the confidence necessary to fulfill the original purpose of
closing the neeting." They nmay al so include an official agenda.
(See also Internal conmttee records).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publi c: UCA 52-4-7(3)(1997).
SUGCGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(32)(1997)
(Approved 12/96)
NOTARY BOND FI LES (lItem 1-34)

These files docunent nunicipal enployees providing service to
muni ci pal agenci es as notaries public. They include valid
certificates, copies of bonds, and any rel ated correspondence.

RETENTI ON
Retain for 1 year after expiration or renewal of bond and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

ORGANI ZATI ONAL FI LES (Item 1-15)
These are graphic illustrations providing a detail ed description
of the arrangenment and admi nistrative structure of the
muni ci pality. These files contain organizational charts,
reorgani zati onal studies, functional statenents, and formally
prepared descriptions of the responsibilities assigned to
executive officers.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

PENDI NG FI LES (Item 1-35)
These are records arranged in chronol ogi cal order as a rem nder
that an action is required on a given date or that a reply to
action is expected, and if not received, should be traced on a
gi ven dat e.

RETENTI ON
Record copy: Retain until reply received or action
taken and then incorporate with official
files.

Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

PERFORMANCE AUDI TS (I'tem 1-36)
These are reports witten and prepared as a result of a
performance audit on a nunicipal entity. These studies are
frequently contracted with private consultants. They contain
sumary docunentati on on agency prograns, operations and
productivity.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

POLI CI ES AND PROCEDURES MANUALS (ltem 1-16)
These are records docunenting the formul ati on and adopti on of
policies and procedures for the function of the office or
departnment. Includes narrative or statistical reports and rel ated
correspondence on program activities, mssion statement, studies
regardi ng departnent or office operations, circular letters or
directives, and records related to significant events in which
the departnent or office participated.

RETENTI ON
Record copy: Permanent. May be transferred to the
State Archives.
Duplicate copies: Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(11) and UCA 63-2-304(12)
(1997)

(Approved 12/96)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

POLI CY AND PROCEDURE CASE FI LES (ltem 1-37)
These files contain records related to policy and procedure
i ssuance whi ch document their formulation. |Includes issuances
related to routine admnistrative functions (e.g., payroll,
procurenent, and personnel).

RETENTI ON
Retain for 2 years after being superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

PRQIECT CONTROL FI LES (Item 1-18)
These files contain nmenoranda, prelimnary reports, and ot her
records docunenting assignnments and the progress of projects.
These files do not contain the final reports.

RETENTI ON
Retain for 1 year after project closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/88)

PUBLI C RELATI ONS FI LES (ltem 1-19)
These files contain speeches, addresses, and official coments or
remar ks made at formal munici pal cerenonies by el ected nunici pa
officials. The format nmay be paper, videotape, notion picture
film etc.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

PUBLI C RELEASE FI LES (I'tem 1-20)
These files contain a copy of each prepared statenment or
announcenent issued for distribution to the news nedia. A press
rel ease may be a textual record or non-textual record such as a
filmor video sound recording.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

PUBLI CATI ONS (ltem 1-21)
These are panphlets, |leaflets, studies, proposals and simlar
material printed by or for the nunicipality or any of its
departnents, subdivisions or prograns, and nade available to the
public, or the last manuscript report if not published.

RETENTI ON
Record copy: Per manent. A copy should be transferred
to the State Archives
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
READI NG OR CHRONOLOGQ CAL FI LES (Item 1-22)
These are duplicate copies of all or selected correspondence sent

or received. They are used solely as a reading file for the
conveni ence of office personnel.

RETENTI ON
Retain for 1 year or until adm nistrative need ends and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 88)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

RECORDS TRANSFER SHEETS (Item 1-38)
These are the listings of nunicipal agency records transferred to
the State or a nunicipal records center. The information may
i ncl ude records series nunber, agency nane and address, records
officer's nane and signature, chief admnistrative officer's
name, records series title and inclusive dates, classification
i nformati on, accessi on nunber, agency box nunber, description of
box contents, and records center box | ocati on.

RETENTI ON

Retain for 5 years after records are destroyed and then
destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

ROUTI NE CONTROL FI LES (I'tem 1-23)

These records are used to control work flow and to record routine
actions. Includes job control records, status cards, routing

slips, work processing sheets, correspondence forns, and receipts
for records charged-out.

RETENTI ON

Retain until no | onger needed for operational purposes and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

SYSTEM STUDI ES FI NAL REPORTS (I'tem 1-25)
These are the final reports of various studies (i.e. program

anal yses, project studies) by private and ot her governnment
agenci es.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

SYSTEM STUDI ES SUPPORTI NG FI LES (Item 1-46)
These are docunments related to various studies (i.e. program
anal yses, project studies) by private and ot her governnent
agenci es. Includes working papers, correspondence, and rel ated
docunent ati on used for the creation of the final report.

RETENTI ON

Retain for 3 years after date of final report and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

TECHNI CAL REFERENCE FI LES (Item 1-26)
These files contain copies of docunents retained strictly for
reference and informational purposes which are not part of the
official files. Includes copies of reports, studies, special
conpi l ati ons of data, draw ngs, periodicals, books, clippings,
brochures, catal ogs, and vendor price |ists.

RETENTI ON

Retain until annual review and destroy material no |onger
needed for reference.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 88)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

TELEPHONE MESSAGE REG STERS (Item 1-40)

These registers conpile all of the daily tel ephone nessages taken
by a nunicipal office. They also include | ogs and simlar
records.

RETENTI ON
Retain for 6 nonths or until adm nistrative need ends,
whi chever occurs |ater and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Private: UCA 63-2-302(2)(d) (1997)
(Approved 06/ 97)
TELEPHONE MESSAGES (Item 1-41)

These are the actual incom ng tel ephone nessages received by a
muni ci pal office. They normally include date, tinme, name of
person receiving and | eavi ng nessage, and action request (e.g.,
return call, etc.).

RETENTI ON
Retain for 1 week or until adnministrati ve need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

TRANSM TTAL CORRESPONDENCE (ltem 1-42)
These are cover letters or other records attached to publications
or other nunicipal information sent from nunicipal offices. They
normally only indicate that information is being transmtted per
request and provide no additional information.

RETENTI ON
Retain for 3 nonths and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

UNSUCCESSFUL GRANT APPLI CATI ON FI LES (Item 1-43)
These files docunment the rejection or withdrawal of grant
applications. They include nenoranda, correspondence, and ot her
records relating to the decision to reject the grant proposal.

RETENTI ON
Retain for 3 years after rejection or withdrawal and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 12/96)
WORKI NG PAPERS (1tem 1-44)

These are project background records, such as studies, analyses,
notes, drafts, and interimreports.

RETENTI ON
Retain for 5 years after project conpletion and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 2
BONDS AND BONDI NG RECORDS
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SCHEDULE 2
BONDS AND BONDI NG RECORDS

BOND ANTI Cl PATI ON NOTES (ltem 2-1)
These are notes used by municipalities pursuant to an
appropriation resolution for bonds in anticipation of payable ad
val oremtaxes and constitute a full obligation of the
muni ci pality, "the bond anticipation notes and the interest on
them shall be secured by a pledge of the full faith and credit of
the municipality” (UCA 11-14-19.5 (1997)) in "the manner and
subject to conditions of the Utah Minicipal Bond Act" (UCA 11-14
(1997)).

RETENTI ON
Retain for 1 year after being redeened and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)

BOND | SSUE FI LES (Item 2-2)
These files docunment the inplenentation of significant munici pal
bonds (i.e., revenue or special bonds), but not general
obl i gati on bonds. These files include authorizations supporting
financial data, contracts or sal es agreenents, destruction
certificates, and sanple copies of bonds sold as evidence of
muni ci pal i1 ndebt edness.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)
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SCHEDULE 2
BONDS AND BONDI NG RECORDS

BOND REDEMPTI ON AND DESTRUCTI ON CERTI FI CATES (Item 2-6)
These are certificates sent to the municipality by the paying
agent which track pay and destruction of bond coupons.

RETENTI ON
Retain for 3 years after expiration of bonds and then file
in Bond |Issue Files.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)
BOND REDEMPTI ON REAQ STERS (Item 2-3)

These are registers used to record the redenption of coupons for
muni ci pal bonds.

RETENTI ON
Retain for 3 years after redenption of coupon and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 03/ 89)
BOND REG STRATI ON FI LES (Item 2-4)

These are the issuing agent's copies of bond registration stubs.

RETENTI ON
Retain for 2 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)
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SCHEDULE 2
BONDS AND BONDI NG RECORDS

BONDS, NOTES AND COUPONS PAI D FI LES (Item 2-5)
These are the actual bonds and coupons redeened throughout the
lifetime of the bond.

RETENTI ON
Retain for 1 year after being redeened and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)

EMPLOYEE BONDS (ltem 2-7)
These are bonds with good and sufficient sureties, payable to the
muni ci pality for the "elected officers of each nmunicipality and
the treasurer in cities of the first and second cl ass before
taking the oath of office" to guarantee "faithful performance of
the duties of the respective officers."” Bonds are placed at such
anounts as may be determ ned by the governing body (UCA 10-3-819
(1997)).

RETENTI ON
Retain for 3 years after expiration of bond and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)

FI DELI TY BONDS (Item 2-8)
This is the nmunicipal treasurer's bond to protect the
muni ci pality and to guarantee fidelity of the treasurer. The bond
usual ly covers four years and "may be set by resolution or
ordi nance in any anmount, not |ess than that established by the
state noney managenent council"™ (UCA 10-3-821 (1997)).

RETENTI ON
Retain for 3 years after expiration and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)
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SCHEDULE 2
BONDS AND BONDI NG RECORDS

GENERAL OBLI GATI ON BONDS (ltem 2-9)
These bonds constitute general obligations of the nunicipality,
for the pronpt and punctual paynent of principal or interest on
which the full faith and credit of the nunicipality are pl edged.
These i ssued bonds are not payable solely fromrevenues ot her
than those derived fromad val oremtaxes. The revenue derived
fromthe sale of bonds shall be applied only to the purpose

specified in the order of the nunicipal |egislative body (UCA
11-14-19 (1997)).

RETENTI ON

Retain for 1 year after being paid or cancelled and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)

MUNI CI PAL REVENUE BONDS (lItem 2-10)

These bonds are issued by the city council payable solely from
revenues attributable to the extension and inprovenent to revenue
producing facilities (UCA 11-14-17 (1997)).

RETENTI ON

Retain for 1 year after being paid or cancelled and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)
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SCHEDULE 2
BONDS AND BONDI NG RECORDS

NOTARY BONDS (Item 2-11)
These are $5,000.00 bonds that are required to be filed with and
approved by the State Division of Corporations and Conmerci al
Code for a termof four years (UCA 46-1-4 (1997)).

RETENTI ON
Retain for 3 years after expiration of bond and then
destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302 (Application Form
(Approved 03/ 89)
SPECI AL | MPROVEMENT BONDS (ltem 2-12)

The governing body of the nunicipality |evying the assessnent, by
ordi nance or resolution, may authorize the issuance of special
i mprovenent bonds to pay costs of inprovenments in the district
agai nst funds created by the assessment (UCA 17A-3-328 (1997)).

RETENTI ON
Retain until "paid or cancelled" (UCA 11-14-14(2c) (1997))
and t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)
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SCHEDULE 3
BUDGET RECORDS

ANNUAL BUDGET (ltem 3-1)
The budget is a "plan of financial operations for a fiscal year
whi ch enbodi es estimates of proposed expenditures for given
pur poses and the proposed neans of financing thent (UCA
10-6-106(10) (1997)). "Before June 22 of each fiscal year, or
August 17 in the case of a property tax increase under Sections
59-2-919 t hrough 59-2-923, the governing body shall by resolution
or ordi nance adopt a budget for the ensuing fiscal year for each
fund for which a budget is required under this chapter. A copy of
the final budget for each fund shall be certified by the budget
officer and filed with the state auditor within thirty days after
adoption” (UCA 10-6-118 (1997)).

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)

BUDGET APPORTI ONVENT RECORDS (Item 3-2)
These are apportionnent and reapporti onnent schedul es which
propose quarterly obligations under each authorized
appropriation.

RETENTI ON
Retain for 5 years after close of the fiscal year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)
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SCHEDULE 3
BUDGET RECORDS

BUDGET BACKGROUND RECORDS (Item 3-3)
These records are used to assist in the preparation of departnent
budget requests presented to the city council.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(f) (1997)
(Approved 03/ 89)
BUDGET ESTI MATES AND JUSTI FI CATI ON FI LES (Item 3-4)

These are copies of budget estimates and justifications prepared
or consolidated in formally organi zed budget proposals. Included
are appropriation sheets, narrative statenents, and rel ated
schedul es and dat a.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(f) (1997)

(Approved 03/ 89)
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SCHEDULE 3
BUDGET RECORDS

BUDGET | NFORMATI ON FI LES (Item 3-5)
These files docunment the adoption of the city's annual budget.
| ncl udes recomended budget, tape recordi ngs of public hearings
associated wth finalizing budget, and all rel ated
correspondence. Files may al so contain budget anendnents and any
ot her actions affecting budget.

RETENTI ON
Retain for 2 years after budget has been adopted and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 11/96)
BUDGET MESSAGE (Item 3-6)

Thi s nessage acconpanies the tentative budget and is submtted by
t he budget officer to the governing body and expl ains the budget,
contains an outline of the proposed financial policies of the
muni ci pality for the budget year, and describes the inportant
features of the budgetary plan (UCA 10-6-111 (1997)).

RETENTI ON
Retain for 2 years after the close of the cal endar year
covered by the budget.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)
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SCHEDULE 3
BUDGET RECORDS

BUDGET WORKI NG FI LES (Item 3-9)
These files contain working papers used to assist in the
preparation of municipal budgets and to justify budget requests
presented to the city council. Includes departnental budget
requests, work-up sheets, cost estimates, and rough data
accunul ated in the preparation of annual budget esti mates,
rel ated correspondence, and docunentation for approval of final
budget .

RETENTI ON

Retain for 2 years after the close of the cal endar year
covered by the budget.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publi c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Private: UCA 63-2-302(1)(f) (1997)
(Approved 11/96)
PERI ODI C BUDGET REPORTS (1tem 3-7)

These are routine budget reports prepared nonthly or quarterly.
They docunent the status of city appropriation accounts and
apportionnment and are only used for reference purposes. The
reports are prepared for the council and mayor.

RETENTI ON

Retain for 1 year or until adm nistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 3
BUDGET RECORDS

REGULAR BUDGET REPORTS (I'tem 3-10)

These regul ar reports are prepared nonthly and quarterly. They
docunent the status of city accounts and apporti onnment conpari ng

budgets and actual expenditures. They are used for audit
pur poses.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

TENTATI VE BUDGET FI LES (Item 3-8)

These files contain tentative budget requests. "On or before the
first regularly schedul ed neeting of the governing body in My of
each year, the budget officer shall prepare for the ensuing year,
on forms provided by the state auditor, and file with the
governi ng body, a tentative budget for each fund for which a
budget is required" (UCA 10-6-111(1) (1997)).

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)

Ut ah Muni ci pal General Records Retention Schedul e 1998 30



SCHEDULE 4
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SCHEDULE 4
FI XED ASSET RECORDS

ANNUAL FI XED ASSET REPORT (ltem 4-1)
These work sheets list totals of all fixed assets, purchases, and
di spositions. They are used to create annual reports.

RETENTI ON
Retain until updated or superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)

DI SPOSI TI ON RECORDS (ltem 4-2)
These are either forns or records conpl eted by nunici pal agencies
when rmuni ci pal property is disposed of either by public auction,
conpetitive bidding, or destruction. Includes date, departnent
name, description of item value, disposition nethod, and reason,
condi tion, and approval signature.

RETENTI ON
Retain for 3 years after disposition of property and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 03/ 89)
EQUI PMENT | NVENTORI ES FI LES (lItem 4-3)

These files contain the annual inventory of nmunicipal equipnent,
supplies and other itens owned or admi nistered by the
muni ci pality.

RETENTI ON
Retain for 1 year after being reconciled with subsequent
inventory and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)
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SCHEDULE 4

FI XED ASSET RECORDS

FI XED ASSET LI STS
These are listings of all rmunicipal

(ltem 4-4)
property (buildings and real

estate), vehicles, equipnent, and furniture. Includes

description, cost, date purchased,
depreci ati on.

RETENTI ON

| ocati on, nane of vendor, and

Retain for 10 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)

SURPLUS PROPERTY CASE FI LES

(Item 4-5)

These files docunment the sale of surplus nunicipal property.
I ncludes invitations, bids, acceptances, |ists of materials,
evi dence of sales, and related correspondence.

RETENTI ON
Retain for 6 years after fina

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)

paynent and then destroy.
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

ACCOUNTS PAYABLE (Item 5-1)
These records are used to pay nunicipal bills. They include
copi es of checks, invoices, purchase orders, and receiVing
reports. May al so include correspondence with vendors and
conmput er printouts.

RETENTI ON
Retain for 4 years and then destroy (UCA 70A-2-725 (1997)).

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)

ACCOUNTS RECEI VABLE (Item 5-2)

These records consist of copies of accounts receivable prepared
by municipalities to collect anmounts owed by vendors,

organi zations, and citizens having accounts with nunici pal
agenci es.

RETENTI ON
Retain for 4 years and then destroy (UCA 70A-2-725 (1997)).

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 03/ 89)
ACCOUNTS RECEI VABLE | NVO CES (I'tem 5-3)
These are invoices billing non-nunicipal agencies or institutions

for supplies, services, or repairs provided by an agency.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

ADDI NG MACHI NE TAPES (1tem 5-31)
These are addi ng nachi ne tabul ati ons. They are used to cal cul ate
cost report data or for other accounting purposes and are not
attached to another record series. This does not include routine
t abul ati ons.

RETENTI ON
Retain until adm nistrative need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)

ANNUAL FI NANCI AL REPORTS (Item 5-4)
These are statistical reports on the financial affairs of the
entire municipality. "Wthin 180 days after the cl ose of each
fiscal year the city recorder or other del egated person shal
present to the governing body an annual financial report prepared
in conformty with generally accepted accounting principles, as
prescribed in the Uniform Accounting Manual for Uah cities (UCA
10-6-150 (1997)). "Copies of the annual financial report....shal
be filed with the state auditor and shall be filed as a public
docunent in the office of the city recorder” (UCA 10-6-150
(1997)).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

AUDI T REPORTS (Item 5-5)
These are reports prepared by external auditors exam ning and
verifying the nunicipality's financial activities for the year.
"The audit required for any fiscal year shall be conpleted within
si x cal endar nonths after the close of the fiscal year" (UCA
51-2-2 (1997)). The audit is required to include "the financi al
statenents; the auditor's opinion on the financial statenents; a
statenent by the auditor expressing positive assurance of
conpliance wwth state fiscal laws identified by the state
auditor; a copy of the auditor's letter to nanagenent that
identified any material weaknesses in internal controls
di scovered by the auditor, and other financial issues related to
t he expenditure of funds received fromfederal, state, or |oca
governments to be considered by nmanagenent; and managenent's
response to the specific recomendati ons” (UCA 51-2-3(1)(a)
(1997)) .

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 51-2-3(3) (1997).

(Approved 11/96)

BANK DEPCSI T (PASS) BOOKS (Item 5-6)
These books record nunici pal savings accounts. They incl ude
anounts, description of transaction, date, current bal ance, nane
of bank, and account nunbers.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

BANK STATEMENTS (Item5-7)
These are nonthly statenents showi ng the anmount of noney on
deposit to the credit of the nunicipality showi ng date, name of
bank, total deposit, withdrawals, and cash bal ance with interest
on daily bank bal ances.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)

CHECK COPY FI LES (Item 5-8)
These are facsim | e or photocopies of checks issued and are
mai nt ai ned solely as a quick reference source. |If docunmentation
is attached see Accounts payabl e.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)

CHECK REGQ STERS (ltem 5-9)
These are multi-columar records with chronol ogically arranged
entries of checks. They usually include check nunbers and anounts
of debits or deposits per account.

RETENTI ON
Retain for 7 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

CHECKBOOK STUBS (Item 5-32)
These are stubs from which checks or warrants have been renoved
upon i ssuance. They are used as a record of verification of
di sbursenents of nunicipal funds. Includes check nunber, nanme of
payee, anount, purpose, date drawn, and signature.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

DAI LY CASH REPORTS (I'tem 5-10)

These reports provide a daily record of cash bal ances, receipts,
and di sbursenents.

RETENTI ON
Retain for 3 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)

DEPCSI T SLI PS (lItem 5-11)
These are bank cashiers' slips show ng the amunt and date of
deposit of nonies into nunicipal accounts.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

FREI GHT RECORDS (1tem 5-33)
These records docunent the receipt of freight. They include
export certificates, transit certificates, record books,
menor andum copi es of governnment or commercial bills of |ading,
shortage and derurrage reports, and all supporting docunents.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)

GENERAL LEDGERS (I'tem 5-12)

These are sunmmari es showi ng the amount of receipts and

di sbursenents of each departnment of the municipality. They may

al so include docunentation fromsubsidiary | edgers to genera

| edger and accounting adjustnments in the formof general entries.

RETENTI ON
Retain for 10 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)

| NTERDEPARTMENTAL BI LLI NGS (Item 5-13)

These are accounting docunents that request the transfer of funds
bet ween departnents for services rendered or materials purchased.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

| NVESTMENT ACCOUNTI NG DAI LY SHEETS (Item 5-14)

These are sunmaries of daily inconmes and daily quote sheets
prepared by the investnment officer. They include the
guotation/identification of investnents bought and sol d.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)

| NVESTMENT ACCOUNTI NG MONTHLY REPORTS (1'tem 5-34)

These are nonthly accounting reports. They include outstanding
reports, anortization reports, and earning reports.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 12/97)
| N\VESTMENT REGQ STERS (1tem 5-15)
These are registers of all investnments nade by the rnunicipality.

A work sheet is kept on each investnent. They include the check
stub of the institution issuing the investnent, a copy of the

i nvestnent, the check issued by the vendor and a validated
receipt witten by the nunicipality.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

RECEI PT BOOKS (Item 5-16)
These are receipts issued for noney received into nunicipal
accounts fromall sources. Includes date of paynent, departnent,
or fund to which noney bel ongs, recei pt nunber and anount pai d.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)

REFUND REQUEST (ltem 5-17)

This is a formsigned by the custonmer which requests a refund of
noni es paid to the agency.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)

SALES AND USE TAX RETURN FORMS (FORM TC-71) (Item 5-18)
These fornms are required by the State Tax Commr ssion to report
gquarterly sales tax and to remt the anmounts collected and due to
the state (e.g., nunicipal recreational facilities).

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

STATE TREASURER S ACCOUNTI NG STATEMENTS (Item 5-19)

These are quarterly reports of nonies deposited with and invested
by the State Treasurer under the State Money Managenent Act (UCA
51-7) (1997)). These statenents are required by law (UCA 51-7-9

(1997)). They include a deposit form an account statenment and an
i nvestnment credit notice.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)

STATE TREASURER S DEPCSI TS (1tem 5-35)

These are nulti-copy deposit forms which acconpany agency
deposits to the State Treasurer's Ofice. These records al so
serve as a receipt of deposit.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)

SUBSI DI ARY LEDGER AND JOURNALS FI LES (1tem 5-20)
These are account books showi ng details of daily receipts and
expendi tures such as deposit or paynent anounts, date, payee,
pur pose, fund credited or debited, and check nunber. They are
used to provide backup docunentation to the general |edger.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

TRAVEL - PRI VATE VEH CLE USAGE FI LES (I'tem 5-25)
These are authorization fornms for nunicipal officials or
enpl oyees to use a private vehicle for municipal business when it
is the nost econom cal nethod of travel.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Private: UCA 63-2-302(1)(f) (1997)
(Approved 03/89)
TRAVEL/ PASSENGER REI MBURSEMENT FI LES (I'tem 5-23)

These files contain records relating to the rei nbursenent of
enpl oyees for authorized travel. They may include travel orders,
per di em vouchers, transportation request, hotel reservations,
and all supporting papers docunenting official travel by

of ficers, enployees, dependents, or others authorized by law to
travel

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(f) (1997)

(Approved 03/ 89)
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SCHEDULE 5
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UNCLAI MED CHECKS/ WARRANTS (1tem 5- 36)
These are uncl ai med checks covering di sbursenments for nunici pal

expenses. Includes check nunber, date, anmount, purpose, and nane
of payee.

RETENTI ON

Retain for 1 year and then transfer to the State Treasurer,
Uncl ai med Property Division.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(f) (1997)
(Approved 11/96)
WARRANT REQ STERS (1tem 5-26)
These registers are nunerical |istings of check nunbers of al

checks issued by the nunicipality. They include vendor nunber,
nanme, date of paynent, invoice nunber, and/or purchase nunber,
account debit, description of expenditure, and anmount.

RETENTI ON
Retain for 7 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

WARRANT REQUESTS (1tem 5-27)
These are requests from nmuni ci pal agencies to the nunicipa
treasurer or finance director to pay vendors.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(f) (1997)
(Approved 12/97)
WARRANT REQUESTS - CANCELLED (ltem 5-28)

This is the manual docunentation nmethod of inputting data about
cancel l ed warrants which then becones part of the general | edger.

RETENTI ON
Retain for 4 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(f) (1997)
(Approved 12/97)
WARRANT/ CHECKS - LOST (1tem 5- 30)
This is | egal docunentation explaining and justifying a | ost
war r ant .
RETENTI ON

Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(g) (1997)

(Approved 12/97)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

WARRANT/ CHECKS - REDEEMED (1tem 5-29)
These are actual warrants or checks cut froma warrant request.
“In the event the city is without funds on deposit in one of its
appropriate bank accounts with which to pay any lawfully approved
claim the city auditor or recorder shall draw and sign a warrant
upon the treasurer of the city for paynent of the claim the

warrant to be tendered to the payee naned thereon" (UCA 10-6-140
(1997)) .

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(g) (1997)

(Approved 12/97)
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LI CENSI NG RECORDS
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SCHEDULE 6
L1 CENSI NG RECORDS

BEER LI CENSE APPLI CATI ON FI LES (ltem 6-1)
These files contain conpleted applications to obtain |icenses for
selling beer wthin municipal boundaries per |ocal ordinances.
Applicants are also required to file a cash or corporate bond
"conditioned upon the licensee's faithful conpliance" (UCA
32A-10-205(2) (1997)).

RETENTI ON
Retain for 4 years after conpletion of application and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

BUSI NESS LI CENSE FI LES (Item 6-2)
These files contain information on all business |icenses issued
in the nmunicipality. Al businesses are required to be |icensed
bef ore conducting busi ness wi thin municipal boundaries. They
contain the application, proof of payment, and approval fornms
fromregul atory departnents (e.g., fire, police, health).

RETENTI ON
Retain for 4 years after final renewal of |icense and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Private: UCA 63-2-302(1)(f) (1997)

(Approved 03/ 89)
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SCHEDULE 6
L1 CENSI NG RECORDS

CERTI FI CATES OF LI CENSE (1tem 6-3)
These are copies of annual license certificates issued to

busi nesses by a nunicipality to be displayed in the business per
| ocal ordinance.

RETENTI ON
Retain for 1 year after issuance of certificate and then
destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 06/ 97)
LI CENSE REQ STERS (Item 6-4)

These registers record the issuance of |icenses for persons or
conpani es conducting business w thin municipal boundaries. They
contain nane, address, date, and type of license. Prior to 1960,
many nmunicipalities only maintained a regi ster and no busi ness
license files. Modst current registers are conputer printouts.

RETENTI ON
Record copy: Per manent .
Duplicate copies: Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Pri vat e.

(Approved 11/96)
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SCHEDULE 7
MAI NTENANCE RECORDS

AVERI CANS W TH DI SABI LI TI ES ACT RECORDS (ltem 7-13)
These records docunent conpliance with the Americans with
Disabilities Act (ADA). They include surveys of nunici pal
buil dings to deternm ne accessibility for the physically
handi capped, federal regulations, proposals for inplenenting the
act, correspondence, resolutions, and solutions to access
pr obl ens.

RETENTI ON
Retain for 15 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)

AS- BU LT CONSTRUCTI ON PLANS AND SPECI FI CATI ONS (Item 7-14)
These are the final plans and specifications for approved and
constructed mnuni ci pal buil di ngs.

RETENTI ON
Permanent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)

BUI LDI NGS AND GROUNDS MAI NTENANCE LOG (Item 7-1)
This log records all repairs made to munici pal buil dings and
grounds. It is used to verify that repairs were nade.

RETENTI ON
Retain for 3 years after conpletion of repairs and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)
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SCHEDULE 7
MAI NTENANCE RECORDS

DAl LY VEH CLE USAGE REPCRT (ltem 7-2)
This is a report of all vehicle usage. It is used for both
mai nt enance and pl anni ng purposes. Includes date, list of repairs
needed and action taken, mles travel ed, problens, and driver's
nane.
RETENTI ON

Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)

DAI LY WORK LOGS (lItem 7-3)
This daily log is maintained by each work crew to verify work
conpleted. This log includes date, work order nunber, |ocation,
job requirenents, date conpleted, equi pnent used, and initials or
crew chief's signature.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)

EQUI PMENT MAI NTENANCE AND REPAI R RECORDS (ltem 7-4)
These are records of service repair and mai ntenance of rmuni ci pal
equi pnent, including office machines and furniture.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)
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SCHEDULE 7
MAI NTENANCE RECORDS

FUEL RECORDS (ltem 7-5)
These are logs, reports, or simlar records docunenting m | eage
and gasoline, oil, and diesel fuel used by the mnunici pal
vehi cl es.

RETENTI ON

Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)

GASOLI NE SALES TI CKETS (Item 7-6)
These are copies of credit card sales slips. They are used to
verify the purchase of gasoli ne.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)

| NSURANCE ADJUSTERS' ESTI MATES (Item 7-15)
These are insurance adjusters' reports on repair estimtes for
muni ci pal vehi cl es.

RETENTI ON
Retain for 3 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)
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SCHEDULE 7
MAI NTENANCE RECORDS

M LEAGE CERTI FI CATES (Item 7-16)
These are certificates issued by the deal er/ manuf acturer

certifying the mleage is accurate on each nunicipally purchased
vehi cl e.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)

SERVI CE REQUESTS (Item 7-7)

These are requests for maintenance, service, cleaning, or repair
of vehicles, equipnent, and buil dings, received from any
muni ci pal depart nment.

RETENTI ON

Retain for 6 nonths after maintenance conpl eted and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)

SPACE UTI LI ZATI ON REPORTS (ltem 7-17)

These are reports on the anount of floor space in nunicipa
bui | di ngs. They are used for planning purposes. The report

i ncl udes nunber of roons, square footage per room and room
capacity.

RETENTI ON
Retain until superseded or obsol ete and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)
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SCHEDULE 7
MAI NTENANCE RECORDS

VEHI CLE ASSI GNVENT RECORDS (Item 7-8)

These are assignnment | ogs, reports, authorizations, and simlar
records relating to the assignnent and use of vehicles by
muni ci pal enpl oyees or officials.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)

VEH CLE MAI NTENANCE RECORDS (ltem 7-9)
These are daily mai ntenance records on all nunicipal vehicles.
They are used to provide a mai ntenance history and include work
order nunber, dates, maintenance perforned, m|eage of vehicle,
problem type, driver's nane, and action taken.

RETENTI ON
Retain for 1 year after disposition of vehicle and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 09/ 89)
VEHI CLE REGQ STRATI ON CERTI FI CATES (Item 7-10)

These notor vehicle registration forns docunent nuni ci pal
owner shi p of vehicle.

RETENTI ON

Retain until vehicle is transferred or sold and then
transfer with vehicle.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)
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SCHEDULE 7
MAI NTENANCE RECORDS

WORK ORDER LOG (Item 7-11)

This is a log of all work orders. It is used for reference to
verify that work was perfornmed. Includes work order nunber, work

order request, dates received and conpl eted, record of trouble
calls and work conpl et ed.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)

WORK ORDERS (Item 7-12)

These are authorization fornms for repair or maintenance work on

departnment vehicles, equipnent, or mnunicipally-owed facilities
or structures.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)
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PAYROLL RECORDS
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SCHEDULE 8
PAYROLL RECORDS

ADM NI STRATI VE PAYROLL REPORTS (Item 8-1)
These are reports and statistics with supporting and rel ated
records which docunent payroll operations. They include reports
and data used for workl oad and personnel managenent purposes.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Private: UCA 63-2-302(1) (1997).
SUGGESTED SECONDARY CLASSI FI CATI ON
Publi c: UCA 63-2-301(1)(b) (1997)
(Approved 11/96)
BUDGET AUTHORI ZATI ON REFERENCE FI LES (Item 8-2)

These are copies of budget authorizations in operating payrol
units. They are used to control personnel ceilings and personnel
actions.

RETENTI ON
Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1997)

(Approved 03/ 89)
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SCHEDULE 8
PAYROLL RECORDS

DEDUCTI ONS AND OTHER EARNI NGS REQ STERS (I'tem 8-3)
These regi sters record, by departnment code, anobunts deducted from
enpl oyees' payroll checks. They are used for reference of
retirement and other m scell aneous deducti ons.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1997)

(Approved 03/89)

EMPLOYEE EARNI NGS HI STORY FI LES (Item 8-4)
These files are a cunul ative salary history for individual
muni ci pal enpl oyees. They contain the nane and address of each
enpl oyee, nane of departnent and position, social security
nunber, date of birth, date enployed, earnings and deducti ons by
pay period, gross earnings year-to-date, net pay, and check
nunber. These files are considered to be the nost inportant
payroll record for retirenment purposes.

RETENTI ON

Retain until separation of enployee and then place in
Personnel file.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1) (1997).

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1997)

(Approved 03/ 89)
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SCHEDULE 8
PAYROLL RECORDS

FLEXTI ME ATTENDANCE RECORDS

(ltem 8-17)

These are supplenental tinme and attendance records (e.qg.,

sign-in/sign-out sheets and work reports).
payrol | accounting under flextine systens.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGCGESTED SECONDARY CLASSI FI CATI ON
Pri vat e: UCA 63-2-302(1)(f)

(Approved 03/89)
GARNI SHVENT RECORDS

They are used for

(1997)

(I'tem 8-5)

These are records of garnishnments or levies for debts owed by

enpl oyees which are attached to enpl oyees

RETENTI ON

ear ni ngs.

Retain for 3 years after end of garnishnment and then

destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1) (b)

(Approved 03/ 89)
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SCHEDULE 8
PAYROLL RECORDS

| NCOVE TAX EXEMPTI ONS AND W THHOLDI NG FI LES (I'tem 8-6)
These files contain forns for individual enployee' s exenptions
and wi t hhol di ng taxes. Includes w thholding tax exenption
certificates, such as IRS formW4 and simlar tax exenption
formns.

RETENTI ON

Retain for 4 years after formis superseded or term nation
of enpl oyee and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 03/ 89)

| NDI VI DUAL AUTHORI ZED ALLOTMENTS FI LES (ltem 8-7)
These are records of enpl oyee authorizations for payrol
deductions for allotnents (i.e., U S. Savings Bonds).

RETENTI ON
Retain until superseded or 3 years after separation of
enpl oyee and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 03/ 89)

| NSURANCE DEDUCTI ON FI LES (I'tem 8-8)

These are reports and rel ated papers including copies of vouchers
and paynment schedul es pertaining to insurance deductions.

RETENTI ON

Retain for 3 years after separation of enployee and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 03/ 89)
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SCHEDULE 8
PAYROLL RECORDS

LEAVE ADJUSTMENT REPORTS (I'tem 8-18)
These are reports of all |eave adjustnments nade during a pay
period. These reports include category of adjustnents, the
anount, social security nunber, and enpl oyee's nane.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Private: UCA 63-2-302(1) (1997).
SUGCGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1997)
(Approved 11/96)
LEAVE APPLI CATI ON FI LES (Item 8-9)

These are applications for |eave, and supporting papers relating
to request for, and the approval of, taking |leave tine (vacation,
sick, etc.).

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 11/96)

LEAVE DATA FI LES (Item 8-10)
These files contain conpilations of | eave earned and taken.
| ncl udes the annual | eave conpilation card.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1) (1997).

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1997)

(Approved 11/96)
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SCHEDULE 8
PAYROLL RECORDS

PAYRCLL FILES (Item 8-11)
These files contain nmenoranda, copies of payrolls, checklists,
and related certification sheets. They al so include security
copi es of docunents prepared or used for disbursenent, along with
supporting docunentation. Please refer to Schedule 8, Item #4
"Enpl oyee Earnings H story Files,"” if an earning history
file/card is not maintained.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON

Publ i c: UCA 63-2-301(1)(b) (1997)
(Approved 12/97)
PAYROLL REG STER (1tem 8-12)
This register is a nunerical listing by check nunmber and agency

codes of all payroll checks issued by the municipality. It

i ncl udes code, date, warrant nunber, nanme of enpl oyee, soci al
security nunber, types and amounts of individual deductions, and
may i nclude hourly rate, and nunber of hours worked. Though this
register is frequently used to reference specific payroll checks,
it mght be the only record of enployee salaries and would then
serve the sanme retirenment purpose as the Enpl oyee earnings
history files.

RETENTI ON
Retain for 7 years if agency has enpl oyee earnings history
files and then destroy. Retain for 65 years, if agency does
not have enployee history files and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1) (2002).

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (2002)

(Approved 03/03)
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SCHEDULE 8
PAYROLL RECORDS

RETI REMENT BENEFI TS ASSI STANCE FI LES (Item 8-19)
These files contain correspondence, nenoranda, annuity esti mates,
and ot her records used to assist retiring enpl oyees or survivors
in claimng insurance or retirenent benefits.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1997)

(Approved 03/89)

RETI REMENT FI LES (Item 8-13)
These are reports and register control docunents relating to an
enpl oyee' s retirenent.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1997)

(Approved 03/ 89)

SAVI NGS BOND PURCHASE RECORDS (1tem 8-20)
These records docunent the payroll deduction and purchase of U S.
Savi ngs Bonds.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)
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SCHEDULE 8
PAYROLL RECORDS

SAVI NGS BOND PURCHASE SUMVARY REPORT (Item 8-21)

These reports list enployee U S. Savings Bond purchases and
remai ni ng bond bal ances.

RETENTI ON
Retain until adm nistrative need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Private: UCA 63-2-302(1) (1997).

(Approved 11/96)

TAXABLE WAGE EARNI NG REPORTS (Item 8-22)
These files contain records on individual enployee incone taxes.
I ncludes returns filed for inconme taxes such as RS Form W 2,
reports on withheld federal taxes such as IRS FormW3 with
rel ated papers, and reports relating to incone and soci al
security taxes.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1) (1997).

(Approved 11/96)

TI ME SHEETS (Item 8-14)
These are records which verify hours worked, sick |eave,

vacation, overtinme, and holidays earned and taken by rmuni ci pal
enpl oyees.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(f) (1997)

(Approved 11/96)
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SCHEDULE 8
PAYROLL RECORDS

WACGE SURVEY FI LES (Item 8-15)
These files contain wage survey reports and data; working papers
and rel ated correspondence pertaining to area wages paid for each
enpl oyee cl ass; background papers establishing need,
aut hori zation, direction, and anal ysis of wage surveys;
devel opnent and i npl enentati on of wage schedul es; and devel opnent
of specific rates (excluding authorized wage schedul es and wage
survey recapitulation sheets).

RETENTI ON
Retain until conpletion of second succeedi ng wage survey
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 03/ 89)

WORKERS' COWPENSATI ON CLAI M FI LES (Item 8-16)
These are files containing clainms for on-the-job injuries or job
related disabilities under the Wrkers' Conpensation Act (Title
34, Chapter 9). Areport is filed with the Utah Industri al
Comm ssi on.

RETENTI ON
Retain for 10 years after final settlenent and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1997)

(Approved 03/ 89)
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PERSONNEL RECORDS
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SCHEDULE 9
PERSONNEL RECORDS

ADVERSE ACTI ON FI LES (Item 9-16)
These are case files and related records created in review ng an
adverse action (disciplinary or nondisciplinary renoval
suspensi on, |eave w thout pay, or reduction in force) agai nst an
enpl oyee. The file includes a copy of the proposed adverse action
W th supporting papers; statenents of w tnesses; enployee's
reply; hearing notices, reports, and decisions; reversal of
action; and a record of appeals, excluding letters of reprimnd
which are normally filed in the official personnel files.

RETENTI ON
Retain for 3 years after case is closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 11/96)

COMPREHENSI VE EMPLOYMENT AND TRAI NI NG ACT (CETA) PERSONNEL FILES (ltem 9-3)
These personnel files contain information on all persons
(full-tinme, part-tinme, and tenporary enpl oyees) hired through
federally funded CETA prograns. These enpl oyees were not |ater
hired as full-tinme regular nunicipal enployees (20 CFR 678
(1990)). CETA is an obsolete federally funded enpl oynent program

RETENTI ON

Retain for 5 years fromthe date of enrollnent and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1997)

(Approved 03/88)
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SCHEDULE 9
PERSONNEL RECORDS

COURSE ANNOUNCEMENT FI LES (I'tem 9-33)
These are informational files on runicipal enployee training
opportunities. They are used for reference purposes. They include
panphl ets, notices, catal ogs, and other records that provide
i nformation on courses or progranms offered to municipal enpl oyees
by governnent agenci es or non-governnental organizations.

RETENTI ON
Retain until superseded or obsol ete and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)

COURT ORDERED COVMUNI TY SERVI CE FI LES (ltem 9-17)
These files docunment participation in court ordered conmunity
service projects. Adistrict, circuit, or juvenile court may
order the conpletion of a specific nunber of hours of conmunity
service in lieu of a jail termor paynent of a fine. The files
include an introduction formfromthe court which contains nane,
nunber of hours of conmunity service ordered to perform by what
date, and any expectations; a copy of the court order; and a tine
sheet show ng how many hours have been conpl eted. The court
having jurisdiction of the case retains the record copy of these
records.

RETENTI ON

Retain for 1 year after conpletion of community service and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Exenpt : Rul e 4-202.03(10) (1995) CIJA

(Approved 11/96)
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PERSONNEL RECORDS

ELI A BI LI TY CERTI FI CATES (Item 9-2)
These are certificates of eligibility with rel ated requests,
forms, correspondence, and statenent of reasons for passing over
a "preference eligible" and selecting a "non-preference

eligible.™

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Privat e: UCA 63-2-302(2)(a) (1997).
SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1997)

(Approved 03/ 88)

ELI G BI LI TY REG STER (Item 9-4)
This a a register of persons identified as qualified (eligible)
to fill specific nunicipal positions. The nunicipality hires from
this register.

RETENTI ON
Retain for 2 years after expiration of eligibility and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/97)
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SCHEDULE 9
PERSONNEL RECORDS

EMERGENCY AND OTHER PERSONAL LEAVE FI LES (Item 9-5)
These records show t he nanme of enpl oyee, dates of absence,
expl anation of energency, signature of enployee taking energency
| eave, and signature of supervisor

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Private: UCA 63-2-302(1)(b) (1997).
SUGCGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1997)
(Approved 12/97)
EMPLOYEE HI STORY CARD (1tem 9-6)

These cards provide a summary of individual enployee nunici pal
enpl oyment. They are used exclusively for easy reference. The
cards include the enployee's nanme, date service began, soci al
security nunber, birth date, health certificates and dates, work
experience, salaries, and special assignnents.

RETENTI ON
Retain for 7 years after separation or 2 years after
retirenment and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1997)

(Approved 11/96)
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SCHEDULE 9
PERSONNEL RECORDS

EMPLOYEE TRAI NI NG FI LES (Item 9-18)
These files docunment course availability and nunici pal enpl oyee
participation in training prograns sponsored by the nmunicipality,
ot her governnent agencies, and non-governnental institutions.
They i ncl ude correspondence, reports, participant lists, and
other itenms. The actual training certificates and transcripts are
filed in individual personnel files.

RETENTI ON
Retain for 6 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)

EMPLOYEE WARNI NG FI LES (lItem 9-19)
These are unacceptabl e perfornmance appraisals where a notice of
proposed denotion or renoval is issued but not effected, along
with all related docunents.

RETENTI ON
Retain for 2 years after enployee conpl etes an acceptabl e
performance review fromthe date of the witten notice of
proposed renoval or reduction in grade and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/97)
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SCHEDULE 9
PERSONNEL RECORDS

EMPLOYMENT APPLI CATI ONS ( HI RED) (ltem 9-1)
These are application forns conpl eted by persons seeking
muni ci pal enpl oynent who were subsequently hired. They include
t he nane, address, and tel ephone nunber of the applicant,
enpl oyment history, education, and a list of references. This
shoul d be filed in the Personnel file.

RETENTI ON
Retain in Personnel file.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1997)

(Approved 03/ 88)

EMPLOYMENT APPLI CATI ONS ( NOT HI RED) (1tem 9-20)
These are application fornms conpl eted by persons seeking
muni ci pal enpl oynent who were not hired. They include the nane,
address, and tel ephone nunber of the applicant, enploynent
hi story, education, and a list of references.

RETENTI ON
Retain for 2 years after application deadline and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 06/ 97)
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SCHEDULE 9
PERSONNEL RECORDS

EMPLOYMENT ELI G BI LI TY RECORDS (I-9) (I'tem 9-34)
This formis required by the U S. Immgration and Naturalization
Service to be conpleted by all enployers when hiring, when
recruiting for a fee, or when continuing to enploy individuals in
accordance with 8 CFR 274a.2 (1993)). It is used to verify the
prospective enployee is a U.S. citizen, resident alien, or |egal
immgrant eligible to be hired in the United States.

RETENTI ON
Retain for 3 years after date of hire or 1 year after date
the individual's enploynent is term nated, whichever is
| onger (8 CFR 274a.2 (1993)) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/97)

EQUAL EMPLOYMENT OPPORTUNI TY (EEO) COWPLI ANCE CASE FI LES (Item 9-21)
These are conpliance files containing background papers and
correspondence relating to contractor enploynment practices.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)
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SCHEDULE 9
PERSONNEL RECORDS

EQUAL EMPLOYMENT OPPORTUNI TY (EEO) DI SCRI M NATI ON COVPLAI NT CASE (ltem 9-8)
FI LES

These files docunment official discrimnation conplaints received
and resolved by the municipality. The files contain conplaints,
rel ated correspondence, reports, exhibits, wthdrawal notices,
copi es of decisions, records of hearings and neetings, and ot her
records as described in 29 CFR 1613. 222 (1992).

RETENTI ON

Retain for 4 years after resolution of case and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1997)

(Approved 03/ 88)

EQUAL EMPLOYMENT OPPORTUNI TY (EEO) PROGRAM FI LES (Item 9-22)
These files docunment the adoption and adm nistration of nunici pal
affirmative action prograns under the Cvil R ghts Act of 1964
and the Equal Enploynment Qpportunity Act of 1972. The files
i ncl ude program correspondence, program plans, reports, and nmay
include anti-discrimnation commttee neeting records and
reports.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 9
PERSONNEL RECORDS

EQUAL EMPLOYMENT OPPORTUNI TY (EEO) REPORTS (1'tem 9-35)
These reports are required to be filed with the Equal Enpl oynent
Qpportunity Conmi ssion (EECC) in accordance with the provisions
of Title VII and the Anericans with Disabilities Act (ADA) (29
CFR 1602 (1992)). They include statistical information on
enpl oyees hired, rehired, and term nated.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

EQUAL EMPLOYMENT OPPORTUNI TY (EEO) STATI STICS FI LES (1'tem 9-23)

These files contain enploynent statistics and statistical reports
relating to race and gender.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)
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SCHEDULE 9
PERSONNEL RECORDS

EXEMPT EMPLOYEE PERFORMANCE- RELATED RECORDS (Item 9-7)
These files docunment the performance of exenpt enpl oyees. They
may i ncl ude performance records supserseded through an
admnistrative, judicial, or quasi-judicial procedure;
performance appraisals along with job el ements and standards upon
whi ch they are based; and supporting docunentati on.

RETENTI ON
Retain for 5 years after date of appraisal and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1997)

(Approved 12/97)

GREEN THUMB PROGRAM FI LES (Item 9-24)
These files docunment the municipality's participation in the
Green Thunb Program This is a program designed to inprove the
econom ¢ and social conditions of older citizens and rural
comunities by providing essential comunity services through
pronmoting the enpl oynment and training of older Americans. The
Green Thunb Programis sponsored by the National Farnmer's Union
and is funded by the U S. Departnent of Labor. Participants are
| ow i nconme persons 55 years and ol der who work an average of 20
to 24 hours per week. The files include tinme cards, G een Thunb
enpl oynment form performance review fornms, enrollee job
description, work schedul e, nedical exam nation form nenoranda,
surveys, and rel ated correspondence.

RETENTI ON
Retain for 3 years after final expenditure report submtted
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1997)

(Approved 11/96)
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SCHEDULE 9
PERSONNEL RECORDS

GRI EVANCE AND DI SCI PLI NARY FI LES (Item 9-9)
These files docunment the review of grievances and appeal s rai sed
by muni ci pal enpl oyees, except EEO conplaints. These case files
i nclude witnesses' statenents, reports of interviews; and
heari ngs, exam ner's findings, recommendations and exhibits; and
records relating to a reconsi deration request.

RETENTI ON
Retain for 3 years after case is closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: unsubst anti at ed.

SUGCGESTED SECONDARY CLASSI FI CATI ON
Publ i c: substantiated (UCA 63-2-301(2)(0) (1997))

(Approved 03/ 88)

| NTERVI EW RECORDS (1tem 9-25)
These are records described in 29 CFR 1602. 14 (1992) relating to
interviews with prospective enployees. They include
correspondence, reports, lists of questions, notes, and test
scores.

RETENTI ON

Retain for 2 years after hiring decision is nmade and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 06/ 97)

JOB OPENI NG FI LES (1tem 9-10)
These files contain a listing of all current municipal job
openings with job descriptions.

RETENTI ON
Retain for 1 year and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 88)
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SCHEDULE 9
PERSONNEL RECORDS

LABOR- MANAGEMENT RELATI ONS FI LES (I'tem 9-26)
These files docunment the relationship between muni ci pal
managenent and enpl oyee uni ons or associ ations. They incl ude
correspondence, nenoranda, and reports.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 11/96)
MERI T EMPLOYEE PERFORMANCE- RELATED RECORDS (I'tem 9-27)
These are performance-rel ated records pertaining to sunmary
per f ormance apprai sal, including appraisals and job el enent

st andards upon which they are based; and any supporting
docunent ati on.

RETENTI ON

Retain for 3 years after date of appraisal and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1997)

(Approved 06/97)
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SCHEDULE 9
PERSONNEL RECORDS

MUNI Cl PAL OFFI CERS' AND EMPLOYEES' ETHI CS ACT RECORDS (1tem 9-36)
These records are | egal/disclosure fornms and council disclosure
forms used by el ected or appointed nunicipal officials to
di scl ose any actual or potential conflict of interest in
accordance with UCA 10-3-1302 through 10-3-1312 (1997) (Municipa
O ficers' and Enpl oyees' Ethics Act). The disclosures are nmade to
the mayor. Includes personal benefits, special privileges or
conpensation received for assisting any person or business in
transactions involving the city; disclosure of any officer,
director, or agent enployee of a substantial interest in a
busi ness entity regul ated by or doing business with the city; and
any personal interest or investnment which creates a conflict
bet ween public duties and personal interest.

RETENTI ON
Retain for 10 years after term nation of nunicipa
enpl oynment / appoi nt ment and t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)

PERSONAL | NJURY FI LES (ltem 9-11)
These files contain forns, correspondence and rel ated nedi cal and
i nvestigatory records relating to on-the-job injuries, whether or
not a claimfor conpensation was nmade. They excl ude copies filed
in the Personnel files and those submtted to the Utah Industrial
Comm ssi on.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 03/88)
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SCHEDULE 9
PERSONNEL RECORDS

PERSONNEL FI LES (Item 9-12)
These files are the official enployment files for all nunicipal
enpl oyees and usual ly include the original enploynent
application, correspondence, credential files, letters of
commendati on, pay and | eave history, work performance, training
certificates, and eval uation fornmns.

RETENTI ON
Record copy: Retain for 65 years or 3 years after
retirenment or death, whichever is
shorter, and then destroy.
Duplicate copies: Retain for 1 year after separation and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON

Publ i c: UCA 63-2-301(1)(b) (2002)
(Approved 03/03)
PERSONNEL REQUI SI TI ON AND ANALYSI S FI LES (I'tem 9-28)
These fornms are used by municipal departnments to fill vacant

positions and to request new positions. The forns include
position title, whether exenpt or nonexenpt, grade, step,
classification, part or full-time, replacenment or new position,
reasons for replacenent, requesting departnent, whether rmuni ci pal
enpl oyees wil|l be considered for position, educational

requi renents, specialized training and experience required, and a
section to be conpleted if requesting new positions (special
functions, how those functions are currently being perforned, why
position is required, and signature of departnment head or el ected
official).

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)
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PERSONNEL RECORDS

POSI TI ON DESCRI PTI ON FI LES (I'tem 9-13)
These files describe established positions including information
ontitle, grade, duties, and agency responsibilities.

RETENTI ON
Record copy: Retain for 5 years after position is
abol i shed or description is superseded
and then destroy.
Duplicate copies: Retain until position is abolished or
super seded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/88)

PCSI TI ON SURVEY FI LES (Item 9-14)
These are survey reports on various positions prepared by
classification specialists determ ning accuracy of position
description, grade, and salary. They may al so include periodic
reports.

RETENTI ON
Retain for 3 years or until position is resurveyed,
whi chever occurs first and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 88)
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PERSONNEL RECORDS

PRE- EMPLOYMENT HEALTH RECORDS (Item 9-37)
These heal th records docunent pre-enploynment physicals for
muni ci pal positions which provide the baseline health data on
muni ci pal enpl oyees who qualified for the specific positions,
particularly for police departnment and fire departnent positions.
These records are used to limt liability in deploynment of
wor kers, to establish the health status of potential workers, and
tolimt the effect of occupational related di seases and
conditions that mght limt an enployee's ability to perform
assi gned duties. These records include chest and back x-rays,
hypertensi on screeni ngs, blood series, and nedical histories.

RETENTI ON
Retain for 30 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 11/96)

PRE- EMPLOYMENT TESTS (1tem 9-38)
These exam nations are required of applicants for specific
muni ci pal positions. They include date, position tested for,
enpl oyee nane, social security nunmber, the actual test questions
and applicant's answers, and scores.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

SUGCGESTED SECONDARY CLASSI FI CATI ON
Privat e: applicant's nane and score

(Approved 11/96)
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SCHEDULE 9
PERSONNEL RECORDS

PROMOTI ONAL TESTS (I'tem 9-39)
These are tests taken by nunicipal enpl oyees to determ ne
eligibility for pronotion. They include the actual tests, answer
keys, individual test scores, and the results from oral
i ntervi ews.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: name and score

(Approved 11/96)

QUARTERLY WAGE LI ST REPORTS (I'tem 9-29)
These are reports subnmitted quarterly to the State Departnent of
Enpl oyment Security. They include the quarterly wage list (the
nanme and address of enployer, registration nunber, quarter ending
date, enpl oyee social security nunber, name of enployee, hire
date of new enpl oyees, and total wages for quarter, the
rei mbursabl e enpl oynment, payrolls, and new hires report form
(nanme and address of organi zation, non-insured workers,

i ndi vi dual amount for the first, second, third and fourth
gquarters, insured workers' nanes; tel ephone nunber, and
departnent of person conpleting form).

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/ 97)
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SCHEDULE 9
PERSONNEL RECORDS

RECRUI TMENT FI LES (1tem 9-30)
These files docunent the offering of nmunicipal positions to
potential enpl oyees. These files contain job offers which were
declined. The accepted offers are naintained in individual
personnel files.

RETENTI ON
Retain for 2 years after hiring decision is nade and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 12/97)
SALARY SURVEYS (1tem 9-40)

These are salary survey reports on various nunicipal positions.
They are used to conpare salary ranges, benefits, education, and
requi red experience. They include positions, grades, salaries,
benefits, education, and experience.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGCGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302 (1997)

(Approved 11/96)
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PERSONNEL RECORDS

SUMVER YOUTH PROGRAM FI LES (I'tem 9-31)
These files docunment participation in the sumer youth program
The summer youth program provi des enpl oynment with gover nnent
agencies for youth between the ages of fourteen and ei ghteen. The
files include time cards, copies of |abor training/ nodification
form enploynment applications, and rel ated correspondence.

RETENTI ON
Retain for 3 years after term nation of enploynent and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1997)

(Approved 12/97)

TEACHI NG Al DS TRAI Nl NG RECORDS (1tem 9-15)
These are records of teaching aids which include manual s,
syl | abi, textbooks, and other training aids devel oped by the
agency.

RETENTI ON

Record copy: Permanent. Retain training aids created
by agency; retain training aids from
ot her agencies or private institutions
until obsol ete or superseded and then
destroy.

Duplicate copies: Retain until obsolete or superseded and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)
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SCHEDULE 9
PERSONNEL RECORDS

TEMPORARY EMPLOYEES PERSONNEL FI LES (I'tem 9-32)
These are files maintained on tenporary enpl oyees who were not
provi ded benefits by the nunicipality. They include copies of
correspondence and enpl oynent forms. They do not incl ude
personnel records created for specific federal prograns.

RETENTI ON
Retain for 1 year after separation and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1997)

(Approved 11/96)
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SCHEDULE 10
PURCHASI NG RECORDS

CONTRACT PURCHASI NG RECORDS (Item 10-12)
These records docunent purchasing and construction contracts.
They include the contract, correspondence, and rel ated records

pertaining to award, adm nistration, receipt, inspection, and
paynents.

RETENTI ON

Retain for 6 years after expiration of contract (UCA
78-12-23(2) (1997)) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)

| NVO CES (I'tem 10-5)

These records docunent the procurenent of goods and services for
the nmunicipality. They usually include the date, nunber of itens
recei ved, descriptions of itens, invoice nunber, purchase order
nunber, vendor, unit and total price of goods. Invoices are

usual ly part of the accounts payable files or purchase order
files.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 10
PURCHASI NG RECORDS

LEASI NG CONTRACT FI LES (1tem 10- 6)
These records docunent buil ding or equipnent |easing contracts
between the municipality and a private vendor or other
governnment al agency. They include the actual |ease and ot her
rel ated records docunenting the agreenent.

RETENTI ON

Retain for 4 years after contract expires (UCA 70A-2a- 506
(1997)) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

PROFESSI ONAL SERVI CE AGREEMENT RECORDS (lItem 10-7)
These records docunent the professional service agreenents for
tenporary services between any nunici pal agency and prof essi onal
i ndi vi dual s, or between agencies. They include the service
agreenent and other related records.

RETENTI ON

Retain for 4 years after |ast paynent (UCA 78-12-25(1)
(1997)) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)

PURCHASE ORDERS (Item 10-1)
These are records authorizing the purchase of supplies or
equi pnent by the municipality. They contain the name of the
requesti ng agency, nanme of vendor, item date ordered, delivery
date, purchase order nunber, account charged, and authori zing
si gnat ure.

RETENTI ON
Retain for 4 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)
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PURCHASI NG RECORDS

PURCHASE REQUI SI TI ON FI LES (I'tem 10-8)

These files contain requisitions for supplies and equi pnent for
current inventory.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)

REAL ESTATE ACQUI SI TI ON FI LES (Item 10- 13)
These records document the purchase of real property by the
muni ci pality. They include the contract and rel ated
correspondence.

RETENTI ON

Retain for 7 years after unconditional sale of property and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(8) (1997)

(Approved 12/97)
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PURCHASI NG RECORDS

REQUESTS FOR PROPCSALS (I'tem 10-9)
These are proposals subnmtted by private vendors in response to
bid requests by the nunicipality. They are used to nake deci sions
on purchasi ng equi pnent or adopting new systens. The proposals
usual ly include the nane, address, and tel ephone nunber of the
conpany submtting the proposal; the proposal; advantages over
other simlar equi pnent or prograns; costs; and estinates of
conversion costs and tine.

RETENTI ON
Retain for 2 years after decision and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)

SUCCESSFUL BI D PROPCSAL FI LES (Item 10-2)
These files contain the formal proposals submitted in response to
t he bidding process to provide products or services to a

muni ci pal agency by a private vendor which was awarded the
muni ci pal contract.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

TAX EXEMPTI ON RECORDS (Item 10-14)
These records docunent the municipality's sales tax exenption for

speci fic purchases. They include tax exenption certificates and
related records.

RETENTI ON

Retain for 3 years after period covered by rel ated account
and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 10
PURCHASI NG RECORDS

UNOPENED BI DS PROPCSALS FI LES (I'tem 10-10)
These are solicited and unsolicited bids, and proposals to
provi de products or services which, due to funding or
adm ni stration reevaluation, are no | onger required by the
muni ci pal agency, or will not be opened in the bidding process.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)

UNSUCCESSFUL BI DS AND PROPOCSALS FI LES (I'tem 10-11)
These are solicited and unsolicited unsuccessful (rejected) bids

and proposals to provide products or services to an agency by a
private contractor

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)

VENDCR LI ST (I'tem 10-3)
This is a list of vendors providing goods and services to the
muni ci pality. It usually includes nanes of vendors, addresses,

t el ephone nunbers, and descriptions of goods or services
provi ded.

RETENTI ON
Retain until updated or superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/96)
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SCHEDULE 10
PURCHASI NG RECORDS

VOUCHERS (1tem 10- 4)

This is an official authorization to pay on a claimor bill.
I ncl udes nane of department fund, check nunber, date, anount of
claim transmttal sheet nunber, and authorizing signature.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)
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Rl SK MANAGEMENT RECORDS
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SCHEDULE 11
RI SK MANAGEMENT RECORDS

DI SASTER PLANNI NG FI LES (ltem 11-1)
These files are used to prepare city-wide plans for action to
address energency conditions (e.g. fire, flood, earthquake, and
ot her disasters). They include studies and eval uati ons undert aken
by the nunicipality, and the conpleted di saster plan.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(11) (1997)
(Approved 11/96)
| NSURANCE POLI CY FI LES (ltem 11-2)

These are insurance policy contracts between the nunicipality and
private insurers.

RETENTI ON
Retain for 15 years after expiration of policy and
settlenment of all clainms and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 12/97)
| NSURANCE REPORTS (Item 11-3)
These reports are used for the reference and generation of claim
files.
RETENTI ON

Retain for 12 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGCGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(24) (1997)

(Approved 12/97)
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SCHEDULE 11
RI SK MANAGEMENT RECORDS

LI ABI LI TY RI SK MANAGEMENT CASE FI LES (ltem 11-4)
These case files docunent the reporting, investigation, and
settlenment of liability clains filed against the municipality.

RETENTI ON
Retain for 20 years after case closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(24) (1997)
(Approved 12/97)
LOSS CONTRCL | NSPECTI ON REPORTS (ltem 11-5)

Each year a nunici pal agency may undertake self-inspection to
identify potential hazards within their buildings or on their
grounds. If the agency conpletes this report, they can get a 15
percent discount on their premiumafter a follow up survey has
been conducted. This record m ght al so be used as evidence in
defense of a claim

RETENTI ON
Retain for 12 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGCGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(24) (1997)

(Approved 12/97)
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SCHEDULE 11
RI SK MANAGEMENT RECORDS

MEDI CAL AND DENTAL | NSURANCE CLAI M FI LES

(ltem 11-6)

These files contain nmedical and dental clains submtted by

muni ci pal enpl oyees. They are used to track nedi cal
claims, and cost anal ysis of insurance prograns.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGCGESTED SECONDARY CLASSI FI CATI ON
Pri vat e: UCA 63-2-302(1)(a) (1997)
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SCHEDULE 12
SPECI AL ASSESSMENT RECORDS
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SCHEDULE 12
SPECI AL ASSESSMENT RECORDS

M NUTES OF THE BOARD OF EQUALI ZATI ON AND REVI EW (ltem 12-1)
These are mnutes of the Board of Equalization of Review Before
an assessnment is levied, an assessnent |list shall be prepared
desi gnating each parcel of property proposed to be assessed and
t he ambunt of the assessnent apportioned to the property. Upon
conpletion of the assessnent |ist, the governing body shal
appoint a board consisting of three or nore of the nmenbers of the
governing body or, at the option of the governing body of any
muni ci pality, consisting of the nunicipal recorder or a designee,
t he nmuni ci pal engi neer or public works director or a designee, or
t he munici pal attorney or a designee. At each hearing, the board
shal | hear argunents from any person who believes to be
aggrieved, including argunents relating to the benefits accruing
to any tract, block, lot, or parcel of property in the district
or relating to the amobunt of the proposed assessnment agai nst that
tract, block, lot, or parcel. The findings of the report are
revi ewed and approved by the governing body of the municipality
(UCA 17A-3-317 (1997)).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

NOTI CES OF | NTENTI ON (Item 12-2)
The city council shall give "notice of its intention to nmake the
i nprovenents and to | evy assessnents to pay all or part of the
costs of the inprovenents" before a special inprovenent district
is created (UCA 17A-3-305 thru 17A-3-306 (1997)).

RETENTI ON
Retain for 2 years after final paynent nade and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)
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SCHEDULE 12
SPECI AL ASSESSMENT RECORDS

PROTEST FI LES (Item 12-3)

These are witten protests by owners of property to be assessed
in a special inprovenent district. The governing body hears
protests and approves changes or cancels districts.

RETENTI ON

Retain for 2 years after resolution or end of al
litigation and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)

SPECI AL ASSESSMVENT BOOKS (Item 12-4)

These books record the | evy and assessnent of special taxes. They
cont ai n extension nunber, address, plat or subdivision; block and
| ot nunbers; name of owner; address; nunber of front feet; anount
paid on principle; interest; when paid; total anobunt paid and
principal interest.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

SPECI AL ASSESSMVENT LEDGERS (Item 12-5)

These | edgers record the expenditures for taxes |levied for
speci al assessnents. They include the year, nonth, disbursenent,
bal ance, warrants paid, bal ance credit, cash, and transfers.

RETENTI ON
Retain for 3 years after final paynent and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)
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SCHEDULE 12
SPECI AL ASSESSMENT RECORDS

SPECI AL ASSESSMVENT STATEMENTS (Item 12-6)
These statenents are a validation of when taxes are paid. One
copy is sent to the taxpayer and a copy is retained by the
treasurer. They are used as a record of paynents on the
assessment and for audit purposes. The statenents include nane
and address, treasurer's receipt nunber, block and | ot nunbers.

RETENTI ON

Retain for 3 years after final paynent nade and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/89)

SPECI AL TAX REFUND BOOKS (ltem 12-7)
These books are used to record the paynent of refunds for the
over paynent of special taxes. They contain the nane of special
tax project, extension nunber, page nunber, owner, |ot nunber,
bl ock nunber, plat or subdivision, nunber of front feet, refund
per feet, date refunded and anount, total abatement refunds,
revenue, and surplus for project.

RETENTI ON
Retain for 3 years after final paynent and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 89)
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SCHEDULE 13
Al RPORT RECORDS
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SCHEDULE 13
Al RPORT RECORDS

Al R SPACE CONSTRUCTI ON FI LES (ltem 13-1)
These files contain applications (FAA Form 7460) to construct
facilities which may obstruct air space affecting flights at the
airport. They are required by the Federal Aviation Admnistration
(FAA). The files contain the correspondence and applications
requesti ng approval or denial of request. This information is
pl aced on aeronautical charts.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/ 89)

Al RFI ELD | NSPECTI ON FI LES (ltem 13-2)
These files record airfield inspections nmade at the airport on
runway conditions, fire and rescue facilities, ground vehicle
control, obstructions, public protection, bird hazards,
construction and ot her unservicabl e areas, w nd-indicating
devi ces, standby power system fuel farnms, lift stations and
nightly inspection of lighting. The files are maintained in
conpliance with Federal Aviation Adm nistration (FAA) regul ations
(14 CFR 139.301 (1994)). They include date, tine of inspection,
shift, inspector's nane, a checklist of itens to be checked,
present condition, and action taken.

RETENTI ON
Retain for 5 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(11) (1997)

(Approved 07/ 89)
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SCHEDULE 13
Al RPORT RECORDS

Al RPORT AUTHORI TY BOARD M NUTES (Item 13-9)
These are the mnutes of the Airport Authority Board. This board
consi sts of seven conm ssioners appointed by the mayor with the
consent of the city council. The board "has charge and
responsibility for the planning, design, construction, operation,
mai nt enance, adm ni strati on and managenent of all airport
properties and attendant facilities under the jurisdiction of the
city" (UCA 17A-2-1502(5) (1997)). "The board shall cause witten
m nutes of its proceedings to be kept which shall be avail abl e
for public inspection in the office of the director. The board
shall record in the record the yea and nay votes cast by the
board with regard to any action taken by it" (UCA 17A-2-1516
(1997)).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

Al RPORT CERTI FI CATI ON SPECI FI CATI ON MANUALS (ltem 13-12)
This record is the Federal Aviation Authority (FAA) approved
Airport Certification Specification Manual as required in 14 CFR
139. 207. The manual is kept up-to-date and is submtted to the
FAA for inspection upon request.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 13
Al RPORT RECORDS

Al RPORT MASTER RECCRD FI LES (Item 13-3)
The fornms (5010.1) are created by the Federal Aviation
Admi ni stration (FAA) to docunent basic information about airports
and are updated as state officials inspect the airports. The
records contain information on individual airports, including
owner's nane and address, manager's nanme and address, whether the
airport is public or private, latitude and | ongitude, runway
date, lighting, landing length, services, facilities, based
aircraft, and operations. Also included is an Airport Layout Plan
(ALP) of the airport.

RETENTI ON
Retain until updated or superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(11) (1997)
(Approved 12/97)
AS- BU LT PRQIECT DRAW NGS (Item 13-4)

These as-built draw ngs docunent all construction projects
i ncludi ng runways, cargo buildings, termnals, hangars, and
renodel i ng projects. They serve as a record of actual
construction.

RETENTI ON

Per manent. May be transferred to the State Archives with
authority to weed.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 13
Al RPORT RECORDS

DAI LY LOG BOOKS (Item 13-5)
These daily | og books are kept by inspectors and project
engi neers on the progress of each airport construction as
requi red by the Federal Aviation Adm nistration (FAA). They are
used for verification purposes of what happened on a particul ar
day.

RETENTI ON

Retain for 7 years after conpletion of project and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/ 89)

ENG NEERI NG PRQJIECT FI LES (Item 13-6)
These are project files for all airport construction. They are
used to nonitor conpliance of local, state and federal
regul ations. They include engineer's project notes, inspection
reports, construction progress reports, a record of paynent,
drawi ngs, project |ocation nunbers, details of project, cost of
construction, requests for noney to be spent, agreenents, and
rel ated correspondence (14 CFR 151.53, 14 CFR 151.55 (1993)).

RETENTI ON

Per manent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 13
Al RPORT RECORDS

MAI NTENANCE REPORT RECORDS (ltem 13-7)
These files contain |logs, reports, and simlar records relating
to the inspection, nmaintenance and repair of airport runways,
runway |ights, beacons and ot her ground devi ces mai ntenance
records directly related to the landing and taking off from
airport. Please refer to Schedule 7, Item#9 "Vehicle M ntenance
Records" for the maintenance records of airport vehicles.

RETENTI ON
Retain for 10 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(11) (1997)
(Approved 12/97)
MAYOR S REPORTS (Item 13-8)
The airport authority board is required to file with the mayor
the followng reports: "(1) a detailed report of all its

transactions, including a statenent of all revenues and
expenditures, at nonthly, quarterly, or annual intervals, as the
mayor may prescribe; (2) on or before Septenber 30 of each year,
a report of its activities for the precedi ng cal endar year, which
report shall include a conplete financial statment setting forth
its assets, liabilities, income and operating expense; (3) any
additional report required or requested by the mayor" (UCA
17A-2-1521 (1997)).

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 13
Al RPORT RECORDS

PERM TS AND CERTI FI CATI ON FI LES (Item 13-10)
These files contain permts and certifications fromthe Federal
Avi ation Adm nistration (FAA) or other state and federal agencies
and ot her reports, correspondence, or other docunentation bearing
directly on the application for the issuance or the renewal of
the permt or certification.

RETENTI ON
Retain for 2 years after expiration and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/ 89)

RESOLUTI ONS (ltem 13-11)
These records are resolutions that are adopted by the |egislative
body of a nunicipality with the intent to establish an authority
"whi ch nmust contain a statenent of intent to create an airport
authority; the nanme of the airport authority; the tinme and pl ace
for a public hearing; the nane of the newspaper in which the
resolution will be published; a designation of the airport or
airports to cone under the jurisdiction of the authority; and
such other information concerning the proposed authority as the
| egi sl ati ve body deens necessary or appropriate" (UCA 17A-2-1505
(1997)).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 14
ANI MAL CONTRCOL RECORDS
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SCHEDULE 14
ANI MAL CONTROL RECORDS

ACTIVITY REPORTS (ltem 14-1)
These reports are conpiled nonthly to show the activity of ani ma
control operations. They may include date, statistical
information for each officer involved in the pickup of stray dogs
or cats, and other animal inpounds; injured aninmals; dead
ani mal s; hone or other quarantines; total aninmals handl ed;
licenses sold; total citations issued; warnings issued; response
to calls; and total mles patrolled. These reports list the
nunber of dogs, cats and other aninmals received, redeened, sold,
gi ven away, destroyed, and total aninmals on hand at the first and
end of each nonth.

RETENTI ON
Retain for 2 years and then destroy, if annual report
produced; retain permanently, if no annual report produced.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

ANl MAL ADCPTI ON AGREEMENTS (Item 14-8)
These records are conpl eted by persons adopting aninmals. They are
used to determ ne whether the prospective owner qualifies to
adopt an aninmal and to verify whether animals were neutered or
spayed. The records may include a pre-adoption questionnaire, a
| etter explaining the adoption process, and an adoption
agreement .

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(2)(d) (1997)

(Approved 12/97)
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SCHEDULE 14
ANI MAL CONTROL RECORDS

ANl MAL Cl TATI ONS (ltem 14-2)
These are citations issued to animal owners for infractions of
muni ci pal ordi nances (e.g., not having a license, allow ng pet to
run at |arge, no rabies vaccinations). They may contain the
citation nunber, |icense nunmber, owner's nane and address,

vi ol ati on, ordi nance nunber, date and ti ne.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/ 89)

ANl MAL MASTER REPORT CARDS (lItem 14-3)
These cards are conpleted for each animal brought to the anim
shelter. They may contain the follow ng i nformati on: date brought
i n; assigned pen nunber; tag nunber; owner's nane, address, and
t el ephone nunber; |ocation of pickup, type of animal, breed, sex
and col or; reason ani mal inmpounded and other information related
to adoption or disposal.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/ 89)

Ut ah Muni ci pal General Records Retention Schedul e 1998 113



SCHEDULE 14
ANI MAL CONTROL RECORDS

Bl TE REPORTS (ltem 14-9)
This report form docunents investigations of dog bites. Copies
may be kept by the animal control officer, inpound, and the | ocal
health departnent. A dog w thout rabies vaccination verification
will be quarantined for 10 days to guarantee the dog does not
have rabies (UCA 26-6-11 (1997)). The report usually includes the
case nunber, information on person bitten, informant's nane,
information on incident, treatnment, animal and investigation.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(b) and 63-2-302(2)(d)
(1997)
(Approved 06/97)
COVPLAI NT RECORDS (lItem 14-4)

These are conplaints received by animal control officers. They
may contain the following information: date, tinme, initials of
person taking conplaint; conplainant's nane, address, telephone
nunber; owner's nanme, address, animal's |icense nunber; and
conpl ai nt details.

RETENTI ON
Retain for 2 years or until resolution of litigation,
whi chever occurs |ater and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 14
ANI MAL CONTROL RECORDS

CONTRACT BI LLI NGS (Item 14-10)
These are nonthly bills received by nunicipalities with
contractual agreenments with counties to provide animl contro
services. They are used to collect fees for services provided.

The bills may include date, invoice nunber, name and address of
city, description of services provided, anount due,
contract - agreenent nunber, account nunber, anmount, and a
statenent certifying billing accuracy.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

CONTROLLED SUBSTANCES EUTHANASI A LI CENSE RECORDS (Item 14-11)
These records docunent the annual registration process required
to purchase and di spense controlled substances in accordance with
21 CFR 1301.21 (1993). These substances are used for the
di sposi ng of unwanted ani mals. These records nust include the
I icense, copy of the application, and rel ated correspondence.

RETENTI ON

Retain for 5 years after expiration of |icense and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 14
ANI MAL CONTROL RECORDS

CONTROLLED SUBSTANCES EUTHANASI A LOG (ltem 14-12)
This | og docunents the anmount of controlled substances (e.g.,
sodi um pentobarbital) used and the nunber of aninmals destroyed.
It nust include the date, nunber, aninmal type, case nunber,
nunbers total, and ending inventory.

RETENTI ON
Retain for 2 years (21 CFR 1304.03 (1993)) and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

DAI LY FI ELD REPORTS (lItem 14-5)
These fornms are conpl eted by each animal control officer to
report on daily activities. They are used to conpile activity
reports. They include officer's name, tine on and tinme off duty,
patrol tinme and area, day of week, vehicle nunber used, beginning
and ending mleage, type of activity perfornmed such as picking up
stray ani mals, quarantines, dead animals, conplainants visited,
and | ocation and tine.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/ 89)
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SCHEDULE 14
ANI MAL CONTROL RECORDS

DOG LI CENSE RECORDS (Item 14-6)
These records docunent the paynent of |icense fees. They may
i ncl ude owner's nane, breed of dog, sex, color, expiration date
of license, expiration date of rabies vaccine, dog s nane,

indication if dog was neutered or spayed, |icense fee, and date
pai d.
RETENTI ON

Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

MASTER LOGS (ltem 14-7)
These logs record all animals brought into the animal shelter.
They may include date animal was brought in, breed, sex, color,
| ocation picked up, owner's nanme, and information on disposition
of animal (whether adopted or euthanized).

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/ 89)
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SCHEDULE 15
ATTORNEYS RECORDS

Ut ah Muni ci pal General Records Retention Schedul e 1998 118



SCHEDULE 15
ATTORNEYS RECORDS

ClVIL CASE FILES (Item 15-5)
These case files docunent significant civil court cases in which
the municipality is a party or represents the interests of the
State of Utah. They include case nunber, plaintiff, defendant,
nature of case, attorney's notes, related correspondence, and
final verdict. This information is largely duplicated in court
files and could be weeded after the case is closed.

RETENTI ON
Record copy: Retain for 10 years after case cl osed and
t hen destroy.
Duplicate copies: Retain for 1 year after case closed and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 06/97)

CLAI M PETI TI ON FI LES (Item 15-1)
These files contain petitions claimng danages caused by
muni ci pal enpl oyees and/ or equi pnment. They are used to determ ne
liability. These files include petitions, correspondence and
police reports if applicable.

RETENTI ON

Retain for 6 years provided no litigation pending and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 06/97)
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SCHEDULE 15
ATTORNEYS RECORDS

COLLECTI ON CASE FI LES (Item 15-6)
These are case files that docunent "all fines, penalties, and
forfeitures for the violation of any ordi nance, when coll ect ed,
shall be paid into the nunicipal treasury within seven days after
the collection date" (UCA 10-3-716) (1997)). They include various
court filings, attorney's notes, and final judgenent.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/97)

FELONY CASE FI LES (ltem 15-7)
These case files docunent felony cases filed and prosecuted in
district court. They contain the case nunber, defendant's nane,
charge, indictnent and arrai gnment dates, plea, bond anount,
trial date, verdict, and sentence. The files may al so contain
police records, offense reports, witness lists, subpoenas, FB
reports, photographs, and attorneys' notes. This information is
| argely duplicated in case files and could be weeded after the
case is closed and all appeal s heard.

RETENTI ON
Record copy: Retain for 10 years after case cl osed and
t hen destroy.
Duplicate copies: Retain for 1 year after case closed and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 06/ 97)
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SCHEDULE 15
ATTORNEYS RECORDS

FORMAL LEGAL OPI NI ONS (I'tem 15-4)
These are the formal |egal opinions witten by city attorneys in
response to requests received fromvarious mnunicipal departments
in the course of municipal business. They are necessary to
mai ntai n consi stency of opinion in related matters. They show
date of opinion, advice or opinion, and nanme of requesting office
or departnent.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

HOM Cl DE AND OTHER MAJOR CRI M NAL CASE FI LES (I'tem 15-8)
These case files docunent hom ci des and ot her major crim nal
cases filed and prosecuted in the district court. They contain
t he case nunber, defendant's nanme, charge, dates of indictnent
and arrai gnnment, plea, armount of bond, trial date, verdict, and
sentence. The files may al so contain police records, offense
reports, witness lists, subpoenas, FBI reports, photographs, and
attorneys' notes. This information is largely duplicated in court
files and should be weeded after the closure of the case.

RETENTI ON
Record copy: Per manent. May be transferred to the
State Archives.
Duplicate copies: Retain for 10 years after case cl osed and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 06/ 97)
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SCHEDULE 15
ATTORNEYS RECORDS

| NFORVAL LEGAL OPI NI ONS (Item 15-11)
These are the informal |egal opinions witten by city attorneys
in response to requests received fromvarious nuni ci pal
departnments in the course of municipal business. They are
necessary to mai ntain consistency of opinion in related matters.
They show date of opinion, advice or opinion, and nane of
requesting office or departnent.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

LEGAL CASE | NDEX (I'tem 15-9)

This is an index to civil and crimnal (felony and m sdeneanor)
case files showi ng case nunber, nanes of defendant(s) and

plaintiff(s), case type, date filed and di sposed, decisions, and
not ati ons concerni ng case activities.

RETENTI ON
Permanent. May be transferred to State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 06/97)
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SCHEDULE 15
ATTORNEYS RECORDS

M SDEMEANOR CASE FI LES (Item 15-2)
These case files docunent routine m sdenmeanor crimnal cases
prosecuted in circuit courts. They contain the case nunber,
def endant's nane, charge, dates of indictnent and arrai gnnent,
pl ea, bond amount, trial date, verdict, and sentence. My al so
contain police records, offense reports, witness lists,
subpoenas, FBI reports, photographs, and attorneys' notes. This
information is largely duplicated in court files and should be
weeded after the case is closed.

RETENTI ON
Record copy: Retain for 7 years after case closed and
t hen destroy.
Duplicate copies: Retain for 1 year after case closed and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 06/97)

ROUTI NE LAWSUI T CASE FI LES (Item 15-3)
These are case files for routine lawsuits filed by the city and
those filed against the city. They are used in pleading cases in
court and |l ater for research purposes. They contain various court
pl eadi ngs, research material, and attorneys' notes.

RETENTI ON
Retain for 7 years after case is closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/97)

Ut ah Muni ci pal General Records Retention Schedul e 1998 123



SCHEDULE 15
ATTORNEYS RECORDS

SI GNI FI CANT LAWSBUI T CASE FI LES (I'tem 15-10)
These are case files for significant lawsuits filed by the city
and those filed against the city. They are used in pleading cases
in court and | ater for research purposes. They contain various
court pleadings, research material, and attorneys' notes.

RETENTI ON
Permanent. May be transferred to State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/97)
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SCHEDULE 16
BUI LDI NG | NSPECTI ON RECORDS
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SCHEDULE 16
BUI LDI NG | NSPECTI ON RECORDS

BUI LDI NG CARDS (Item 16-1)
These reference card files record the issuance of buil ding
permts, nanmes of owner and contractor, address, and permt type.

It is usually arranged nunerically by permt nunber and serves as
an index to the permt files.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

BU LDI NG PERM T FI LES (ltem 16-2)
These permts are issued as official building authorization for a
variety of actions (construction, denolition, the installation of
pl unbi ng, electrical or mechanical equi pnent, and the placenent
of barricades). They contain inspection requests, inspection
reports, certificates of occupancy, and any pertinent information
relating to the project. They may al so contain water source,
sewer system flood plain, and tank certificates.

RETENTI ON

Permanent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 16
BUI LDI NG | NSPECTI ON RECORDS

BUI LDI NG PERM T REQ STERS (I'tem 16-3)
These registers are usually conputer printouts, but may include
books listing all issued building permts. The register is

arranged chronol ogically and includes the nanme of the owner, nane
of contractor, address, date, and general use of building. Prior
to 1950, the permt register may be the only record of the

i ssuance of building permts.

RETENTI ON

Retain for 6 years and destroy. If only record of building
permts, retain permanently.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

CONSTRUCTI ON REPORTS (ltem 16-7)
These reports are a nonthly summary of construction and
denolition activity in terms of permts, cost, and housing units.
They are created frominformation conpiled fromthe permt
i nvoi ces and show t he conparison to the sanme nonth for the
previ ous two years. They are used for statistical analysis of
current devel oprment trends. This infornmation is submtted to both
the U S. Census Bureau and Utah Bureau of Econom ¢ and Busi ness
Resear ch

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 88)
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SCHEDULE 16
BUI LDI NG | NSPECTI ON RECORDS

DEMOLI TI ON CASE FI LES (1tem 16- 8)
These case files docunent nunicipal ordered and privately
initiated denolitions of substandard and/or hazardous buil di ngs.
They are used for research and litigation purposes. They are
usual | y arranged by address.

RETENTI ON
Record copy: Per manent .
Duplicate copies: Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 88)

ENFORCEMENT CASE FI LES (lItem 16-9)
These case files docunent housing and zoning conplaints. They are
used to docunent nunici pal actions concerning the conplaints and
for reference purposes. They are arranged by address or nane of
conpl ai nant .

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 88)

M NUTES OF THE BOARD OF APPEALS AND EXAM NERS (I'tem 16-10)
These are the mnutes of the proceedi ngs of regular and speci al
neeti ngs of the Board of Appeals and Exami ners. The Board is
entrusted with the right to waive requirenents of the building
code. They are used in the determ nation of alternate nethods or
interpretations of the Uniform Buil ding Code.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 16
BUI LDI NG | NSPECTI ON RECORDS

NONRESI DENTI AL BUI LDI NG PLANS (Item 16-4)
These are the blueprints and specifications submtted by buil ding
contractors or owners when applying for a building permt for the
construction of commercial, industrial, or apartnment structures.
The specifications are conpiled by the architect for use by the
contractor to conplete detail work providing type, grade, brand
of materials to be used, and general conditions which govern the
nmet hods to be enpl oyed. They also identify the tenporary
facilities, job cleanup, security, tine limts, deadlines, and
responsibilities of the architect, owner and contractor. They are
used for determ ning code conpliance and the enforcenent of
bui | di ng codes. They are usually arranged by permt nunber or
addr ess.

RETENTI ON
Retain for 7 years and then destroy. *For historical
reasons, agencies nust contact the Archives before the
destruction of any building plans.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Exenpt : UCA 63-2-103(18)(b)(iii) (1997)

(Approved 06/97)
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SCHEDULE 16
BUI LDI NG | NSPECTI ON RECORDS

PUBLI C BU LDI NGS ( MUNI Cl PAL AND COUNTY) BUI LDI NG PLANS (Item 16-5)
These are the blueprints and specifications submtted by buil ding
contractors or governnent agencies applying for a building permt
for the construction of government buil dings. The specifications
are conpiled by the architect for use by the contractor to
conplete detail work providing type, grade, brand of materials to
be used, and general conditions which govern the nethods to be
enpl oyed. They also identify the tenporary facilities, job
cl eanup, security, time limts, deadlines, and responsibilities
of the architect, contractor, and governnent agency. They are
used for determ ning code conpliance and the enforcenent of
bui | di ng codes. The plans are usually arranged by permt nunber
or address.

RETENTI ON
Record copy: Per manent. May be transferred to the
State Archives.
Duplicate copies: Retain for 7 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)
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SCHEDULE 16
BUI LDI NG | NSPECTI ON RECORDS

RESI DENTI AL BUI LDI NG PLANS (ltem 16-6)
These are the blueprints and specifications submtted by buil ding
contractors or owners when applying for a building permt for the
construction of residential buildings. The specifications are
conpiled by the architect for use by contractor to conplete
detail work providing type, grade, brand of materials to be used
and general conditions which govern the nethods to be enpl oyed.
They also identify the tenporary facilities, job cleanup,
security, tinme limts, deadlines, and responsibilities of the
architect, owner and contractor. They are used for determ ning
code conpliance and the enforcenment of building codes. They are
usual |y arranged by permt nunber or address.

RETENTI ON
Retain for 1 year after conpletion of construction and
final inspection and then destroy. *For historical reasons,
agenci es should contact the Archives before the destruction
of any buil di ng pl ans.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGCGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(36) (1997)

(Approved 12/ 88)
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SCHEDULE 17
CEMETERY RECORDS
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SCHEDULE 17
CEMETERY RECORDS

CERTI FI CATES OF PERPETUAL CARE (ltem 17-1)
These are copies of certificates issued to plot owners. They are
used as a cross reference to plot deeds to record if grave has
per petual care. They include certificate nunber, date issued,
name, anount paid, recei pt nunber, and grave | ocation.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

DEED REG STER/ PAYMENT RECORDS (ltem 17-2)
These are registers of names of all persons owning burial plots
in the cenetery. They include deed nunber, date issued, nane of
owner, description of property, amount paid, receipt nunber,
per petual care record, date issued, and certificate nunber. This

register is also called "Burial R ght" Registers or Paynent
Recor ds.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)
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SCHEDULE 17
CEMETERY RECORDS

DEEDS (I'tem 17-3)
These are copies of actual deeds issued to owners of cenetery
plots. They are used to keep an accurate record of plot ownership
and whet her they have perpetual care. They include deed nunber,
date issued, nanme of owner, anount of ground purchased,
description of grave purchased, amount paid and recei pt nunber
In sonme communities these deeds are recorded by the county
recorder, but in nmost communities the deeds are not recorded and
the municipality retains the official copy. These deeds are al so
called "Burial R ghts.™

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

GRAVE OPENI NG ORDERS (ltem 17-4)
These are a signed authorization to dig graves. They are used to
guarantee a body is interred in a specific burial plot and to
generate the interment and | ot records. They include time order
was received, deed nunber, date, |ot owner's nane, authorization
signature, address and tel ephone nunber, nane of person being
interred, |ocation of grave by plot, block, grave nunber, and
tier.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/ 89)
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SCHEDULE 17
CEMETERY RECORDS

| NTERMVENT REPORTS (ltem 17-10)

These are copies of a nonthly report submtted by the sexton to
the Health Departnent's |ocal registrar when deceased was buried
in the cenetery. They are used to verify a report was nmade. They
i nclude "nane of the decedent, place of death, date of burial,
and nane and address of the funeral director or other person
maki ng the internment” (UCA 26-2-18(2) (1997)).

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 26-2-18(2) (1997).

(Approved 07/ 89)

| NTERVENT/ DI SI NTERMENT REGQ STERS (Item 17-5)
These registers serve as a cross-reference to plat books. They
are arranged nunerically by interment nunber. They include
i nternment nunber, nane of deceased, permt nunber, date interred,
certificate nunber, date of death, |ocation of grave by plot,
lot, tier, name of undertaker, owner of |ot, and pertinent
information on renoval (if applicable).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

LOT BOOKS/ FI LES (Item 17-6)

These books or files contain the exact |ocation of all persons
buried in the cenetery. They include plot, lot, grave |location,
and | ot ownership record.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 17
CEMETERY RECORDS

MAP BOOKS (I'tem 17-7)

These books contain maps of the cenetery. They are used daily to
| ocate specific grave sites. These books include index, plat, and
| ot pages. The cenetery may only have a single wall map which
serves as a key to locating specific graves.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

PLOT | NDEX BOCKS/ FI LES (ltem 17-8)

These books or card files are arranged al phabetically by nanmes of
owners or deceased persons interred in the cenetery. They are
used for reference purposes. The records include nane, internent
nunber, deed nunber, date interred, |ocation of grave by plot,

| ot, block, tier, grave nunber, and date of | atest update.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

RECEI PT BOCKS (ltem 17-9)

These are receipts issued for noney received for burial |ots.
They are used to record noney generated by the cenetery. They
i nclude date, receipt nunber, nanme of person nmaki ng paynent,
anount received, fees involved, credits, cash sales, and may
i ncl ude the address of person maki ng paynent.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 18
CLERK' S RECORDS
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SCHEDULE 18
CLERK' S RECORDS

ANNEXATI ON FI LES (Item 18-1)
These files docunment the annexation of property into munici pal
boundari es. They usually contain correspondence, citizens
petitions, maps, and the official annexation action approved by
City Council (UCA 10-2-401 to 422 (1997)).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

APPO NTMENT FI LES (lItem 18-2)
These files docunment the appointnent of persons to advisory
boards and conm ttees established by the Gty Council or Mayor,
usually by resolution, or policy and procedure. These files may
include letters of recomendation, letters of appointnent,
resumes, and rel ated correspondence.

RETENTI ON
Permanent. May transfer to the State Archives with the
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 18
CLERK' S RECORDS

CAMPAI GN FI NANCI AL DI SCLOSURE STATEMENT FI LES (I'tem 18- 3)
These are financial statements required by law to be conpl eted by
muni ci pal candi dates in accordance with UCA 10-3-208 (1997). Each
candi date for nunicipal office is required to report their
item zed and total canpaign contributions and expenditures at
| east once within two weeks before the el ection. The financial
report nust identify each contribution over $50, the donor's
name, and anount; and for each expenditure, the name of the
reci pient, and the ampbunt of the expenditure. An ordi nance shoul d
be adopted by each first and second class city and each third
class city having a popul ation of 10,000 or nore, establishing
canpai gn finance disclosure requirenents for candi dates for
muni ci pal offi ces.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

Cl TY CHARTER (1tem 18- 4)
These files contain the constitution, bylaws and all anendnents
to city charters approved by the State Legislature (Constitution
of Utah, Article XlI, Section 5).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 18
CLERK' S RECORDS

COUNCI L AGENDA (Item 18-7)
These files contain the public notification of date, tinme, place
and itens to be presented to City Council for consideration at
regul arly schedul ed, special and energency city council neetings.

RETENTI ON
Retain for 2 years or until admnistrative need ends, if
not part of official mnutes and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 88)

COUNCI L BUSI NESS FI LES (Item 18- 8)
These files contain copies of docunents that council received as
exhibits for regular or special city council neetings. They
i ncl ude copi es of agenda, copies of ordi nances and resol utions,
special reports, and rel ated correspondence. These files are al so
known as Council Exhibit Files and Council Agenda Fil es.

RETENTI ON
Record copy: Retain for 10 years or unti
adm ni strative need ends, whichever
occurs |later and then destroy.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

(Approved 03/88)
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SCHEDULE 18
CLERK' S RECORDS

COUNCI L M NUTES (I'tem 18-23)
These m nutes are the official record of the proceedings of
regul arly schedul ed, special and energency council neetings. They
are adopted and approved by the council during their next public
neeting. The mnutes include the date, time, and neeting pl ace;
menbers present and absent; "the substance of all matters
proposed, discussed, or decided, and record, by individual
menber, of votes taken; the names of citizens who appeared and
t he substance in brief of their testinony; any other information
t hat any nenber requests be entered in the mnutes" in accordance
with UCA 52-4-7 (1997).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c: UCA 52-4-7(3) (1997).
SUGCESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(32) (1997)
(Approved 03/ 88)
DEEDS FI LES (I'tem 18-10)

These are the original deeds which provide evidence of city
ownership of property. Includes nane, addresses of grantor or
grantee, description of property, date property was transferred
to grantor. Usually filed al phabetically by name of property.

RETENTI ON
Per manent .

(Approved 03/ 88)
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SCHEDULE 18
CLERK' S RECORDS

EASEMENT FI LES (Item 18-11)
These files contain docunments executed by property owners
granting the city rights of access to their property for public
wor ks or ot her nunicipal purposes. They include the names of
parties, purposes and terns of access and ternms of easenent. They
are used to provide | egal access to enter or nodify private

property.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/88)

ELECTI ON BALLOTS (Item 18-12)
These are packets of official ballots of nunicipal elections cast
by voters. "Each el ection officer shall preserve ballots for 22
nonths after the election or until the tinme has expired during
which the ballots could be used in an el ection contest" (UCA
20A-4-202(2)(a) (1997)). If the election is not contested, "after
that tinme, destroy them w thout opening or exam ning thent (UCA
20A-4-202(2)(d) (1997)).

RETENTI ON
Retain for 22 nonths after the election or until tinme has
expired during which the ballots could be used in an
el ection contest and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Exenpt : UCA 20A-4-106 and 20A-4-401 (1997).

(Approved 12/96)
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SCHEDULE 18
CLERK' S RECORDS

ELECTI ON CANVASSES (Item 18-13)
They are the official canvass of primary, rmunicipal, or special
el ections. They contain a tabul ation of votes cast by conbi ned
el ection districts. They include the date, office, nanmes of
candi dat es, nunber of votes, and totals.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 88)

ELECTI ON RECORDS (1tem 18-14)
These include all other records and forns (excluding ballots,

canvasses, and returns) required in nunicipal elections (UCA
20A- 4-202 (1997)).

RETENTI ON
Retain for 22 nonths after the el ection and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

ELECTI ON RETURNS (I'tem 18-15)
These are books of tabulations counted by the el ection judges.

They serve as the official tally of votes for nunici pal
el ections.

RETENTI ON
Retain for 22 nonths after the election (UCA
20A-4-202(2)(c) (1997) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 18
CLERK' S RECORDS

HEARI NGS FI LES (I'tem 18- 16)
These files contain informati on docunenting hearings requested by
t he public for various reasons including the denial and
revocation of various |licenses (businesses, |iquor, taxi
I icenses) or special hearings called by the nmayor or city
council. Files contain copies of transcribed mnutes, rel ated
correspondence, copies of applications, reports and agenda.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/88)

LEASE FI LES (Item 18-17)
These files contain copies of |eases, subleases, assignnents of
| eases, and nenoranda of | eases for property which the city
| eases. They show the name and addresses of |essor and | essee;
description of property; rent; purpose for which property nay be
used; and indicate any additional conditions or terns
(determ nation of paynment of utilities, taxes, insurance,
mai nt enance and repair, and alterations to the property during
the termof the |lease), as well as any options to renew.

RETENTI ON

Retain for 4 years after contract expires (UCA 70A-2a-506
(1997)) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(2)(d) (1997).

(Approved 12/96)
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SCHEDULE 18
CLERK' S RECORDS

OCATHS (Item 18-18)
These files contain copies of signed oaths required of al

of ficials of nunicipal offices, whether elected or appointed,
before entering the duties of their respective offices (UCA
10- 3-827 and 10-3-828 (1997)).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

ORDI NANCES (Item 18-19)
These books contain the |legislative action of city council to
regul ate, require, prohibit, govern, control, or supervise any
activity, business, conduct, or condition authorized by UCA
10-3-701 to 715 (1997). An ordi nance includes a nunber, a title,
preanbl e, an ordai ning clause, the body or subject of ordinance,
when applicable, penalty of violation, effective date, signature
of mayor or acting mayor, and nunici pal seal.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/ 88)
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SCHEDULE 18
CLERK' S RECORDS

PETI TI ONS (I'tem 18- 20)

These files contain formal witten petitions fromcitizens or
muni ci pal departnents. Petitions state the issue of concern and

list nanes and signatures of citizens requesting a particul ar
action.

RETENTI ON

Retain for 5 years after issue resolved or final decision

is made and then may be transferred to the State Archives
with authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/88)

PROOF OF PUBLI CATI ON RECORDS (I'tem 18-21)
These files contain evidence of the publication of a docunent or
public notification appearing in a |ocal newspaper, usually for

heari ngs, sale of bonds, budget, and council neetings (UCA
78-25-14 (1997)).

RETENTI ON
Retain for 6 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/88)
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SCHEDULE 18
CLERK' S RECORDS

RESOLUTI ONS (Item 18-22)
These are formal statenments of a decision, or expression of
opi nion put before or adopted by the city council. They may

performthe sane function as an ordi nance. Resol utions may

i nclude the foll ow ng: establishing water and sewer rates,
charges for garbage collection and fees charged for nunicipa
servi ces, establishing policies and guidelines, and regul ati ng
t he use and operation of municipal property (UCA 10-3-717
(1997)).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

Ut ah Muni ci pal General Records Retention Schedul e 1998 147



SCHEDULE 19
PARKS AND RECREATI ON RECORDS
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SCHEDULE 19
PARKS AND RECREATI ON RECORDS

CLASS ROLLS (Item 19-8)
These sheets record participation in recreational progranms
sponsored by the nmunicipality (e.g., crafts, nutrition,
exercise). They include programor activity title, date, and
partici pant's nane.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

CONSTRUCTI ON PRQJECT FI LES (ltem 19-1)
These project files docunent the actual construction for park
devel opnent, park renovation, and other recreational facility
i nprovenents. They are used for reference while projects are in
progress and after conpletion. They include final draw ngs of al
park/recreational facility devel opnent projects along with
specifications, as-built construction drawi ngs, and rel ated
correspondence. They may al so include property acquisition
records including original deeds.

RETENTI ON
Record copy: Per manent. May be transferred to the
State Archives after park closure with
authority to weed.
Duplicate copies: Retain for 4 years after conpletion of
construction and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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MAI NTENANCE

SCHEDULE 19
PARKS AND RECREATI ON RECORDS

COVPLAI NTS (1tem 19-2)
These files contain a record of conplaints or requests received
fromthe general public concerning nmunicipal parks and
recreational facilities. They are used to verify that action was
taken to resol ve issues. They include date, nane, tel ephone, and
address of requesting person; type of request; and comments of
foreman handl i ng request.

RETENTI ON
Retain for 2 years after resolution of conplaint and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

PARKS FI LES

(I'tem 19-3)
These files contain informati on concerning each of the city
parks. They are used to maintain a record of construction
projects in each park for historical and informational purposes.
They include correspondence, architectural draw ngs, contracts,
speci fications, newspaper clippings, histories of individual
par ks, and phot ographs.

RETENTI ON
Per manent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 19
PARKS AND RECREATI ON RECORDS

RECREATI ON PROGRAM FI LES (1tem 19-5)
These program fil es docunent specific municipally sponsored
recreation prograns. They are used for reference in devel oping
future progranms. They include flyers of specific prograns,
reservation records, copies of receipts for fees paid. They al so
i ncl ude an accounting of participants and recei pt nunbers.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

RECREATI ONAL ACTI VI TY RELEASE RECORDS (I'tem 19-10)
This formis conpleted by individuals participating in nunicipal
recreational activities. It is used to verify that participants
have rel eased all rights and clains for possible injuries in
muni ci pal recreational activities. They include individual's
name, team nanme, sport, date, nedical insurance conpany, and
si gnat ur e.

RETENTI ON

Retain for 2 years or until all litigation is resolved and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Pri vat e: medi cal i nformation

(Approved 06/ 97)
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SCHEDULE 19
PARKS AND RECREATI ON RECORDS

RECREATI ONAL EQUI PMENT RECORDS (Item 19-4)
These records docunent recreational equipnent (i.e. softball,
vol | eyball) and tools | oaned in connection with reserved park
areas and other recreational facilities. They are used to
mai ntain a record of |ocation of equipnent. They include nanme of
group; name, address, tel ephone nunber of person picking up
equi pnent; date of issue; reservation date; date of return
| ocation reserved; quantity and equi pment picked up.

RETENTI ON
Retain for 1 year after equipnent returned and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 12/97)
RECREATI ONAL FACI LI TY FILES (I'tem 19-11)

These files docunment each mnunicipal recreational facility (i.e.,
par ks, golf courses, fair grounds). They are used to naintain a
record of construction and renovation projects in each facility
for historical and i nformational purposes. They may i ncl ude
correspondence, architectural draw ngs, contracts,

speci fications, newspaper clippings, histories of individual
facilities, safety reports, and phot ographs.

RETENTI ON

Permanent. May be transferred to the State Archives after
cl osure of park.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 19
PARKS AND RECREATI ON RECORDS

RECREATI ONAL FACI LI TY MAPS (ltem 19-12)
These maps docunent the |ayout of all parks, recreational
facilities, and golf courses. They are used for planning
pur poses.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)

REQ STRATI ON RECORDS (I'tem 19-13)
These fornms are used to register for nunicipal recreational
progranms. They include registrant's nane, address, and tel ephone
nunber; program nane and date(s); parent's/guardian's nane if
registrant is a mnor; and a signed liability waiver statenent.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: home address and tel ephone nunber, socia
security nunber, nedical, information.

(Approved 12/97)
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SCHEDULE 19
PARKS AND RECREATI ON RECORDS

RESERVATI ON RECORDS (Item 19-6)
These files contain the actual request forms submtted by the
general public. They are used as a record to schedul e park
facilities and/or sports facilities (e.g., baseball, softball,
football, soccer). The files include date of request, nane of
group, nunber of people, nane, address, and tel ephone nunber of
requesting person, area and park requested, tine, date, and
anount pai d.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(2)(d) (1997)
(Approved 06/97)
SPORTS TEAMS RECORDS (Item 19-14)
These records docunent the sponsorship of adult and/or youth team
sport activities (e.qg., baseball, basketball, volleyball, soccer,

softball). They include information on teans, participants, and
sponsors; regular play schedul es; and tournanent schedul es.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 19
PARKS AND RECREATI ON RECORDS

SUPERVI SOR' S DAI LY/ WVEEKLY REPORTS (I'tem 19-7)
These report forns are conpiled daily or weekly by each crew
supervi sor. They are used for budget planning and devel opi ng
future plans. They include date, crew nanme, purpose of job, |ist
of crew nenbers, hours worked, pay anount per hours worked, total
cost of |abor, equipnent used, and amount of rental equipnent.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/ 89)

TI CKET STUBS (ltem 19-9)
These are ticket stubs for events held at nunicipal recreational
facilities collected at the gate and | ater conpared to ticket
sal es. They are used for verification or a check on the
attendance nunbers at ticketed events. They include ticket
nunber.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

Ut ah Muni ci pal General Records Retention Schedul e 1998 155



SCHEDULE 20
PLANNI NG AND ZONI NG RECORDS
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SCHEDULE 20
PLANNI NG AND ZONI NG RECORDS

ADOPTED MASTER PLANS (I'tem 20-8)
These are conprehensive plans for nunicipal devel opnment adopted
by the city comm ssion. "Each municipality shall prepare and
adopt a conprehensive, |ong-range general plan for present and
future needs of the nmunicipality; growth and devel opnent of the
land within the nunicipality or any part of the nunicipality"”
(UCA 10-9-301(1) (1997)). "The planning conm ssion shall nake and
recommend to the [city conm ssion] a proposed general plan for
the area within the nmunicipality" (UCA 10-9-302(1)(a) (1997)).
The plans serve as a guide for decision-nmaking on rezoning and
ot her pl anning proposals and as the goals and policies of
muni ci palities attenpting to guide | and use in | ocal
jurisdictions. The plans include "planning comm ssion's
recomendations for the devel opnent of the territory covered by
the plan, and may include, anong other things: (a) a |and use
el enent; (b) a transportation and circulation elenent; (c) an
environnental elenent; (d) a public service and facilities
el enent; (e) a rehabilitation, redevel opnent, and conservation
el enent; (f) an econom c elenent; (g) recomendations for
i npl enenting the plan, including the use of zoning ordi nances,
subdi vi si on ordi nances, capital inprovenent plans, and other
appropriate actions; and any other elenents that the nunicipality
consi ders appropriate” (UCA 10-9-302(2) (1997)). The plan may
al so include maps, plats, and charts.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 20
PLANNI NG AND ZONI NG RECORDS

AERI AL PHOTOGRAPHI C MAPS (I'tem 20-9)

These are |arge aerial photographs of the nmunicipality. They are
usual | y updated once every five years, and are used for
i nformati onal purposes. The photographs are taken periodically to

illustrate changes in devel opnent. The maps nay i ncl ude zoning
boundary |i nes.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

BOARD OF ADJUSTMENT CASE FI LES (Item 20-1)
These case files docunent the zoning activities of the Board of
Adjustnent. They are used to docunent the cases brought before
the Board of Adjustnent and its decisions. They contain the

original application; findings and order; correspondence; and any
exhi bits such as plot plans or el evations.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 20
PLANNI NG AND ZONI NG RECORDS

BOARD OF ADJUSTMENT M NUTES AND | NDEXES (I'tem 20-3)
These m nutes docunent all neetings of the Board of Adjustnent.
The board consists of "five nenbers and whatever alternate
menbers that the chief executive officer considers appropriate"
(UCA 10-9-701(2)(a) (1997)). The duties of the Board of
Adj ustment are to hear and decide on "appeals from zoni ng
deci si ons applying the zoning ordi nance; special exceptions to
the ternms of the zoning ordi nance; and variances fromthe terns
of the zoning ordinance"” (UCA 10-9-703(1) (1997)). The m nutes
are used to docunent requests, discussions, and decisions of the
Boar d.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)

COVMUNI TY DEVELOPMENT BLOCK GRANT APPLI CATI ON RECORDS (I'tem 20-15)
These files docunment the application and conpletion of projects
funded under CDBG funds. These projects include both direct
grants and regrants. These files include the initial application,
and all final reports.

RETENTI ON
Record copy: Per manent. May be transferred to the
State Archives with authority to weed.
Duplicate copies: Retain until admnistrative use ends and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 20
PLANNI NG AND ZONI NG RECORDS

CONDI TI ONAL USE PERM T RECORDS AND | NDEXES (I'tem 20-2)
These files docunment the application for conditional use permts.
These permts allow for the construction of buildings on the
condition that inpacts on nei ghborhoods are mtigated. They
i nclude the original application, blueprint draw ngs,
i nvestigative reports, planning comm ssion decisions, cash
recei pts, and rel ated correspondence.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

COVMUNI TY DEVELOPMENT BLOCK GRANT ADM NI STRATI VE RECORDS (I'tem 20-14)
These files docunent the adm nistration of projects funded under
t he Community Devel opnent Bl ock Grant program (CDBG) . These
projects include both direct grants and regrants. The records
include the prelimnary reports, audits, certificates, maps, and
rel ated correspondence. Under the federal guidelines, agencies
are required "to maintain records in sufficient detail to
denonstrate conpliance with the provisions" concerning
affirmative action, |abor and environnmental standards (24 CFR
570.611(f) (1993)).

RETENTI ON
Retain for 3 years after end of grant period and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 20
PLANNI NG AND ZONI NG RECORDS

NONCONFORM NG USE CERTI FI CATE RECORDS (I'tem 20-18)
The records pertain to the nonconform ng use certificates that
are issued if it is verified that a particular use has renai ned
in effect upon the change of zoning regulations for the
particul ar property. Changes or expansi ons of nonconforn ng uses
may require approval by the Planning Conm ssion. The records
i nclude site plan, verification records regarding original and
current use, nonconform ng use certificate, and records of any
expansi on or changes requested with Planning Conm ssion deci sion
regardi ng such

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

PLANNED UNI T DEVELOPMENT CASE FI LES (I'tem 20-10)
These case files docunment the creation of Planned Unit
Devel opnents (PUDs) within the nunicipality. PUDs are owner
initiated projects requesting a variance from standard
subdi vi sion and zoni ng ordi nances to allow for the concentration
of residential units, office, comrercial, or industrial
facilities. The project plans nust provide for recreational
areas, clubs, and other types of facilities to service the
community. The owners are given credit for |land not inhabited to
allow for the concentration of residential units in other areas.
Zoning ordinances limt the nunber of dwelling units per acre.
The original proposal describes how the owner wants to build the
project with detailed nmaps and di agrans show ng types of
bui | di ngs and density of structures (dwellings per acre). The
case files include initial proposal, approvals or disapprovals,
di agranms, site plans, condom ni um conversions, and copies of
m nutes fromthe Pl anning Conm ssi on.

RETENTI ON
Per manent .

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 20
PLANNI NG AND ZONI NG RECORDS

PLANNI NG COW SSI ON M NUTES (Item 20-4)
These are nminutes of neetings and hearings held by the planning
conmmi ssion. "Each municipality may enact an ordi nance
establishing a planning comm ssion"” (UCA 10-9-201(1)(a)(1997)). A
muni ci pal pl anni ng comm ssi on shall "prepare and reconmend a
general plan and anmendnents to the general plan; recommend zoning
ordi nances and maps, anendnents to zoning ordi nances and naps;
adm ni ster provisions of the zoning ordi nance; reconmend
subdi vi si on regul ati ons and anendnments to those regul ati ons;
reconmend approval or denial of subdivision applications; advise
the legislative body of matters as the | egislative body directs;
hear or decide any matters that the |egislative body designates,

i ncludi ng the approval or denial of, or recommendations to
approve or deny, conditional use permts; exercise any other
powers that are necessary to enable it to performor function, or
del egated to it by the |egislative body" (UCA 10-9-204 (1997)).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

PLANNI NG STUDY REPORTS (I'tem 20-11)
These are research based reports conpl eted in-house or by outside
consul tants on specific planning problens or conditions. They may
be adopted as an anmendnent to the naster plan. These reports
provi de needed i nformation on specific issues (i.e., housing
needs, transportation, geol ogic concerns). These reports may
i ncl ude recomrendati ons and may be an extension of the naster
pl an.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 20
PLANNI NG AND ZONI NG RECORDS

REZONI NG RECORDS AND | NDEXES (1tem 20-5)
These files docunment applications to rezone property within the
muni ci pality. They contain the original application, review
forms, maps of areas involved, investigative reports, copies of
pl anni ng conm ssion mnutes, notice of hearings, copies of
ordi nances, copies of city council m nutes.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

SI TE REVI EW PLANNI NG RECORDS (I'tem 20-6)
These files docunment the regulatory review and approval of
comercial and industrial site plans by various mnuni cipal
departnents. They contain an application of approvals, staff
i nvestigative reports and recomendati ons, cash receipts, site
pl ans, and rel ated correspondence.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 20
PLANNI NG AND ZONI NG RECORDS

STREET/ ALLEY VACATI NG RECORDS (I'tem 20-17)

These records pertain to the renoval of a portion of the public
right-of-way and deeding the property to the adjacent property
owners. The records may include copies of petitions,
investigative reports by city staff, Planning Conmm ssion m nutes,
the report from Planning Conm ssion to City Council, Cty Counci
m nut es, ordi nances, and | egal description.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

SUBDI VI SI ON REVI EW CASE FI LES (Item 20-7)

These case files docunent the devel opnental history of
subdi vi sion plans submtted to the Planning Comm ssion for
conpliance review with applicabl e devel opnent ordi nances and
standards. This includes those that are considered lot/splits
(subdivisions smaller than five lots).

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

ZONI NG MAPS

(I'tem 20-12)
These maps show zoni ng boundaries within the nmunicipality. They
are usual ly blueprint maps which show streets, property |ines,
zoni ng boundaries, and area classifications. These naps are used
for reference purposes and are frequently updated.

RETENTI ON
Per manent .

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 20
PLANNI NG AND ZONI NG RECORDS

ZONI NG ORDI NANCES (I'tem 20-13)
These "l and use and devel opnent"” ordi nances provi de standards for
devel opment for "land use and devel opnent” within the
muni cipality. They have been approved by both the planning
comi ssion and the city comm ssion. "The planni ng comm ssi on
shal | prepare and recommend to the [city conm ssion] a proposed
zoning ordinance and maps . . . The [city conm ssion] shall hold
a public hearing on the proposed zoning ordinance . . . After
public hearing, the [city commi ssion] may (a) adopt the ordi nance
as proposed; (b) anmend zoning ordi nance and adopt or reject the
zoni ng ordi nance as anended; or (c) reject the ordinance" (UCA
10- 9-402 (1995)).

RETENTI ON
Permanent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 21
PCLI CE DEPARTMENT RECORDS

Ut ah Muni ci pal General Records Retention Schedul e 1998 166



SCHEDULE 21
POLI CE DEPARTMENT RECORDS

ACCI DENT REPORTS (ltem 21-1)
These files docunment traffic accidents investigated by the police
departnent. The report usually includes conplete information on
all cars and drivers involved in the accident, accident |ocation,
damage, acci dent causes, date and tine, accident diagram
description, and weather conditions. The original report is sent
to the State Departnent of Public Safety if damage exceeds
$1, 000, or injury or death occurs (UCA 41-6-35 (1997)), and is
mai nt ai ned for seven years.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : UCA 41-6-42 (1997).

(Approved 12/ 89)

ARREST REPORTS (Item 21-3)
These are fornms used to report arrests nade by the police
departnment. They usually include conplete information and
description of person arrested, date, arrest tinme, arrest
| ocation, charges, description of offense, wtnesses, victins,
suspects, and nane of officer(s) making arrest. Sonmetines report
is amlti-part form with a copy sent to the county jail.

RETENTI ON
Retain for 5 years if not part of case file, and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: Initial Contact Report (UCA
63-2-301(2)(g) (1997))

(Approved 08/96)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

Bl CYCLE REG STRATI ONS (Item 21-4)
These are records relating to the required |licensing of all
bi cycles sold. Al cycle dealers are required "to |license or
arrange to have licensed at tinme of purchase" all cycles and "to
keep records on all cycles sold and to furnish, within thirty
days of sale; their respective city or county police departnent
with the nane and address of retailer; year and nmake of cycle; a
general description of cycle; frame nunber; nanme and address of
purchaser" (UCA 11-21-1 (1997)). Bicycle registration may be
handl ed by either the fire or police departnent.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Private.
(Approved 12/ 89)
CASE REPORTS (Item 21-7)
These are reports of crimes and other cases investigated by the
police departnment. They contain all information as to the "who,

what, where, why and how' of reported incidents. They are used
for departnental information, followup investigation, and
statistics. The Suppl enental Continuation Reports are used to
provi de additional information concerning a police investigation.
The reports are usually filed by case nunber and are frequently
part of the case file. They are also called Incident Reports or
O fense Reports.

RETENTI ON
Retain for 5 years if not part of case file and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/ 89)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

CHEM CAL ANALYSI S RECORDS (ltem 21-8)
These are records of individuals who have been chem cally tested
for suspicion of or arrested for driving under the influence of
al cohol or drugs. They usually include the chem cal analysis
reports which show subject, date, case nunber, tine test taken,
testing officer, instrunment serial nunber, and test results (UCA
41-6-44.3 (1997)). Usually these tests are part of the case file/
accident report and are filed by the case nunber. A copy is
frequently attached to the arrestee's crimnal history file.

RETENTI ON
Retain for 3 years if not part of case file and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/ 89)

Cl VI L PROCESS RECORDS (I'tem 21-55)
These records docunent civil papers processed and served by the
police departnment. They generally include nanes of plaintiff(s)
and defendant(s), fees paid, addresses, and type of civil paper
served (subpoena, warrant, etc). The entries are filed
nunerically by case nunber and indexed by nane. Sonetines a card
systemis used to record the service of civil papers and is
called a civil docket card. Two copies are created with one filed
by defendant's nanme and the other by docket nunmber. The records
are traditionally known as the civil day book.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

COURT SUMMONS (Item 21-9)

This is a call for citizens to appear in court for crimnal
of fenses. After summons are served the original is returned to
the court. Alog is sonetines kept indicating when summons was

served (date and tine), name of person served, and reason for
bei ng served.

RETENTI ON

Retain for 2 years if not part of case file and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)

CRI ME ANALYSI S FI LES (Item 21-10)
These files were created to anticipate, prevent, or nonitor
possible crimnal activity. They include crine patterns, anal yses

of particular crinmes, crine reports, information on potenti al
probl enms and forecasts.

RETENTI ON

Retain for 2 years or until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

CRI M NAL HI STORY DI SSEM NATI ON LOG (ltem 21-11)
These | ogs docunent the dissem nation of crimnal histories and
ot her law enforcenent information to other agencies or crimnal
information systens. They include rel ease date, state
identification or FBI nunber. They are created and nai ntai ned
pursuant to federal regul ations under 28 CFR, Part 20, Subpart C
(1992) and state regul ati ons under UCA 53-5-214 (1997).

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/89)

CRI M NAL HI STORY RECORDS (Item 21-12)
These are conplete histories of arrested individuals which
provi de conpl ete nanme, alias or nicknane, residence, conplete
physi cal description, date of arrest, offense commtted, and
occupation. It may al so contain fingerprint cards and nug shots.
Since the Bureau of Crimnal Identification maintains the record
copy of Crimnal Hi story Records until individual's death or
seventy-five years, an individual agency maintains one at its own
di scretion.

RETENTI ON
Retain for 5 years provided no further arrest or until
adm ni strative need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : UCA 53-5-214 (1997).

(Approved 08/96)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

DAI LY ACTIVITY REPCORT (I'tem 21-2)
This is a report of daily activity per work shift per officer. It
is used to conpile annual reports and for planning and budgeting
purposes. It usually includes date, case nunber, case type, but
may al so show officer's name, shift, vehicle nunber, total hours
on and off duty, admnistrative tine, and investigative tine.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 89)

DAI LY RADI O LOG (ltem 21-13)
This is a log of radio traffic received or transmtted over the
various communi cation systens. This |og satisfies Federal
Communi cati ons Commi ssion (FCC) log requirenments and is arranged
chronol ogically by date. In sone departnents, the daily radio | og
and daily activity reports have been conpiled into one report.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 89)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

DI SPATCH LOGS (1tem 21-14)
This is a daily log maintained on all dispatch activity. It is
used for budget and pl anning purposes and to docunent activities
of the dispatch office. It includes nanes of personnel worKking,
traffic stops, calls for service generated, tine, shift, and a
summary of daily events. In sone offices, the record is only
mai ntai ned as a conputer file.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/89)

DI SPATCH TAPE RECORDI NGS (I'tem 21-15)
These are twenty-four hour tape recordings of incom ng and
out goi ng tel ephone or radio calls nade fromand to the dispatch
office. They are used to docunent the actions of dispatch
personnel and public safety officers. The tapes are rotated on a
regul ar basis and portions of the tapes concerning questionable
cases are transferred to cassette tapes.

RETENTI ON

Retain for 30 days and erase provi ded questionabl e actions
are transferred to cassette tapes.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 08/ 96)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

DU (DRI VI NG UNDER THE | NFLUENCE) REPORTS (Item 21-16)
These reports are a three-part state formused for reporting
persons arrested for driving under the influence of alcohol
(DUI). The original is sent to the Driver's License Division of
t he Departnent of Public Safety within "five days after the date
of arrest and service of notice" (UCA 53-3-223 (5) (1997)). The
report is filed by case nunber and by arrestee's nane, and
sonetinmes is part of the case file.

RETENTI ON
Retain for 2 years if not part of case file and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Private.
(Approved 11/96)
EVI DENCE DI SPCSI TI ON RECORDS (I'tem 21-56)

These records docunent the use and | ocation of itens in evidence.
They include tags on property and file card and may al so include
evi dence rel ease authorization cards.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 08/96)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

EVI DENCE LOG (ltem 21-19)
This is a log that shows the chain of possession of all evidence
gathered by the police departnent. The | og begi ns when evi dence
is gathered and ends when evidence is returned or destroyed. A
copy of the log usually beconmes part of the case or investigative

file.

RETENTI ON
Retain for 4 years if not part of case file and then
destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/89)

EXPUNGEMENTS (Item 21-21)
"A person who has been convicted of any crine except a capital
felony, first degree felony or second degree felony .... within
this state may petition the convicting court for an expungenent
and for sealing of his record in that court."” |If petition is

approved, the court "shall enter an order that all records in the
petitioner's case in the custody of that court or in the custody
of any other court, agency or official be sealed." The petitioner
"shall distribute the orders of expungenent and sealing to al

af fected agencies."” The sealed file includes the expunged records
and court order. The Uah Bureau of Crimnal ldentification shal
"keep, index, and maintain all expunged and seal ed records of
arrests and convictions" (UCA 77-18-15(1) (1997)).

RETENTI ON

Retain for 80 years or until confirned death and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed: UCA 77-18-15(8) and 63-2-304(9) (1997).

(Approved 08/96)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

FELONY | NVESTI GATI ON CASE FI LES (Item 21-57)
These case files are created as a result of a felony conplaint or
i nvestigation by the police departnment. They are the central case
files for felony cases handl ed by the agency. These files may
i nclude the investigative report, fingerprint cards, original
arrest report, supplenental reports, copies of warrants,
phot ogr aphs, correspondence, court orders, court dispositions,
officers' notes, latent fingerprints, pertinent |aboratory tests,
copi es of booking sheets and arrest reports.

RETENTI ON
Retain for 5 years after case closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 08/96)

FI ELD | NTERROGATI ON REPORTS (Item 21-22)
This is alimted informational report filled out by the police
of ficer. The report contains information on suspicious persons
guestioned. It includes descriptions of individual and vehicle,
time and place of contact, and reason for suspicion.

RETENTI ON

Retain for 1 year or until adm nistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 08/ 96)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

FI NGERPRI NT CARDS (Item 21-23)
These are cards which verify a subject's identity and which are
al so used for the identification and apprehensi on of suspects.
The cards contain the subject's fingerprints as well as al
necessary information required to identify the individual,
including fingerprint classification nunber, name, address, date
of birth, date of arrest, signature of subject, photograph,
occupation, and place of enploynment. A copy is forwarded to the
Bureau of Crimnal Identification. Since the Bureau of Crim nal
| dentification maintains a conplete file of all fingerprints, it
i s unnecessary for individual agencies to naintain their own
file. These cards are usually part of the crimnal history files.

RETENTI ON
Retain until subject's confirnmed death, the card is
superseded, or adm nistrative need has been nmet and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/ 89)

FI REARM QUALI FI CATI ON RECORDS (Item 21-25)
These files contain records for police officers qualifying to
carry a firearm Each officer nust qualify twice a year. These
files include type of firearns used, date, identification nunber,
police officer's nanme, pass/fail score, and tinme span for score.

RETENTI ON
Retain for 2 years after separation or termnation of
enpl oyee and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 08/96)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

FI REARVS DI SPOSAL RECORDS (Item 21-26)
These files contain records of firearnms that have been di sposed
of either through sale, trade or destruction. They include the
manuf acturer's nanme, serial nunber, nodel, caliber, disposal

nmet hod, disposal date, nane of business purchasing firearm and
bi d nunber.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/ 89)

FI REARMS | NVENTORY CARDS (lItem 21-27)
These card files list all firearns in police departnment's
inventory. Cards contain nane of manufacturer, serial nunber,
nodel , caliber, to whomissued, by whomissued and date. Files
al so show ill egal weapons that cannot be resold, and guns not
servi ceabl e which are used for training purposes.

RETENTI ON

Retain for 2 years after disposal of firearns and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/ 89)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

HOM Cl DE AND THEFT OF PUBLI C FUNDS CASE FI LES (I'tem 21-58)
These case files are created as a result of a hom cide conpl ai nt
or investigation by the police departnment. They are the central
case file for all homcides (and ot her cases wthout a statute of
limtations) handl ed by the agency. These files may include the
i nvestigative report, fingerprint cards, original arrest report,
suppl enental reports, copies of warrants, photographs,
correspondence, latent fingerprints, court orders, court
di spositions, officers' notes, pertinent |aboratory tests, copies
of booki ng sheets and arrest reports.

RETENTI ON
Per manent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 08/96)

| MPOUNDED VEHI CLES REPORTS (I'tem 21-30)
These reports docunent notor vehicles i npounded by the police
departnent. Vehicles may be inpounded for various reasons but
usual |y when property or sales taxes are not paid. The State Tax
Comm ssion formincludes the inpound date, the nake and nodel,
year, color, identification nunber, tag nunber, and condition of
t he i mpounded vehicle; the nanme and address of owner (if known);
reasons for inpounding; date and tinme vehicle inpounded; vehicle
accessories; description of any visible damage; any necessary
remarks; officer's signature; agency nanme; and case nunber. A
vehicle inventory formmy al so be mai ntai ned whi ch contains
essentially the sanme information. The record copy is sent to the
Di vision of Mdtor Vehicles and is retained for five years. A copy
of the report is usually part of a case file.

RETENTI ON
Retain for 3 years if not part of case file and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

| NI TI AL CONTACT REPORTS (I'tem 21-63)
These are the initial witten or recorded reports that are nade
by police officers describing actions initially taken in response
to a conplaint or the discovery of an apparent violation of |aw
The reports nay contain "the dates, tinme, |ocation, and nature of
the conplaint, the incident, or offense; nanes of victins; the
nature or general scope of the agency's initial actions taken in
response to the incident; the general nature of any injuries or
estimate of danmages sustained in the incident; the name, address,
and other identifying informati on about any person arrested or
charged in connection with the incident; or the identity of the
public safety personnel (except undercover personnel) or
prosecuting attorney involved in responding to the initial
incident” (UCA 63-2-103(12)(a). These reports do not include
foll owup or investigative reports prepared after this initial
report. Please also see Schedule 21, Item#3 "Arrest Reports.”

RETENTI ON
Retain for 5 years if not part of case file and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(2)(g) (1997).

SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(9) (1997)

(Approved 12/97)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

| NTERNAL AFFAI RS SUWWARY REPCORT (Item 21-59)
This is a statistical report on all internal investigations of
the police officers’ and office staff. It is used to sunmari ze
the activities of the internal affairs section. The report
includes a listing of all investigations of officer m sconduct
and the results of such investigations. This report does not
necessarily identify the nanmes of specific officers.

RETENTI ON

Permanent. May be transferred to the State Archives, if not
part of annual report.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)

| NTERNAL AFFAI RS UNSUBSTANTI ATED CASE FI LES (Item 21-31)
These files contain records relating to the internal affairs of
the police departnent. These cases invol ve investigations of
al | eged officer m sconduct including all records relating to the
initiation, investigation, and disposition of each case. These
cases were proved to have no substance. Substantiated cases are
handl ed |i ke any other crimnal investigation and files becone
part of investigative case files (m sdeneanor, felony, homcide).

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 08/96)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

MASTER NAME | NDEX (I'tem 21-35)
This is an al phabetical index of names which contain information
on each individual having been interrogated, arrested, or naned
as a suspect or acconplice in a crine, and the nanes of victins,
conpl ainants and witnesses to police incidents. It includes
information on arrested persons (cross referenced by aliases),
conpl ai nants, w tnesses, and victins (providi ng nane, address,
date of birth, race, and sex), incident date, incident type,
nanmes of persons and businesses in contact wth the police
departnents, notice of content, and report of recorded event.

RETENTI ON
Retain until obsol ete, superseded, or adm nistrative val ue
ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/ 89)

M SDEMEANOR CASE FI LES (ltem 21-6)
These case files are created as a result of m sdenmeanor
conplaints and investigations by the police departnent. They are
the central case files for all cases handl ed by the agency. These
files may include the investigative report, fingerprint cards,
original arrest report, supplenental reports, warrant copies,
phot ographs, correspondence, court orders, court dispositions,
officers' notes, pertinent |aboratory tests, copies of booking
sheets and arrest reports. (See also Felony case files and
Homi ci de case files.)

RETENTI ON
Retain for 3 years after case closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 08/96)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

MJG SHOTS (I'tem 21- 36)
These files contain photographs and negatives of persons
arrested. They are used to aid in the identification and
apprehensi on of suspects in crimnal investigations. The
phot ograph is stanped with the case nunber or a depart nmental
nunber and date picture was taken. These files may al so include
driver |icense photos.

RETENTI ON
Retain until confirmed death of subject or 75 years and
then transfer to Archives with authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)

NATI ONAL CRI ME | NFORMATI ON CENTER ( NCI C) RECORDS (Item 21-37)
These files contain forns used to enter infornmation on the NCIC
system The three separate forns used are stolen articles report,

stolen or m ssing guns report, and wanted persons or m ssing
juveniles report.

RETENTI ON
Retain for 1 year if not part of case file and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

PAWN SHOP RECEI PTS (1tem 21-38)
These are receipts submtted by pawn shop owners for itens
pawned. They are used to trace stol en nmerchandi se. They include
t he pawn shop's nanme, nerchandi se type, serial nunber, and item
descri ption.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 89)

QUESTI ONABLE CASES DI SPATCH RECORDI NGS (I'tem 21-60)
These are audi o cassette tapes containing portions of the
Di spatch activity recordi ngs concerni ng questi onabl e cases.
Twenty-four hour tape recordings are made of all incom ng and
out goi ng tel ephone and radio calls received by the office.
Portions of tapes concerning questionable cases are transferred
to audi o cassette tapes.

RETENTI ON
Retain for 2 years after resolution of case and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

RECEI VED PROPERTY RECORDS (Item 21-40)
These are a "proper record" of custodial property that are
required to be mai ntained by peace officers in accordance with
UCA 77-24-1.5 (1997). These records nust include the nane of the

owner of custodial property (if known) and the case for which it
was taken or received.

RETENTI ON

Retain for 3 years after return or disposal of property and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 08/96)

RETURNED PROPERTY RECEI PTS (Item 21-61)
These recei pts docunent the return of property in the custody of
the police departnent to property owner in accordance wth UCA
77-24-3 (1997). They usually include the date, owner's nanme and
address, description of property being returned, and signatures
of owner and authorized police departnent personnel. "The receipt
shal |l be retained as permanent in the files of the agency
i nvol ved or the court where the case is finally resolved." (UCA
77-24-3 (1997)).

RETENTI ON
Per manent. (UCA 77-24-3 (1997)).

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 08/96)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

ROBBERY BULLETI N RECORDS (Item 21-41)
These files contain information to be distributed to other |aw
enf orcement agenci es concerni ng robberies. The form i ncl udes
date, tine, case nunber, suspect's vehicle, suspect's
description, victims name, and |ocation, type of weapon used,
amount and description of |oss, facts of case summary, and
i nvestigating officer's nane.

RETENTI ON
Retain for 4 years or until robbery is solved and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 12/ 89)
SEX OFFENDER FI LES (Item 21-43)
These are files maintained by a departnment on sex offenders
l[iving within its jurisdiction. "All sex offenders shall, for the

first five years after term nation of sentence, again register

wi thin ten days of changing his place of habitation.”™ This
registration formis required by the Departnment of Corrections
and consists of a statenent signed by the person, givVving
information on current address, and the fingerprints and
phot ogr aphs of the person. One copy is given to the person, while
others are forwarded to the Departnent of Corrections, which
sends one to the local |aw enforcenent agency where the person
resides (UCA 77-27-21.5 (1997)).

RETENTI ON
Retain for 10 years or until person noves fromjurisdiction
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : UCA 77-27-21.5(13) (1997).

(Approved 08/96)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

STOLEN RECOVERED PROPERTY LI STS (Item 21-44)
These are lists of all recovered stolen property including

description of property value, and serial nunmber. This is usually
a part of the original incident report.

RETENTI ON
Retain until lists becone obsolete or adm nistrati ve need

ends, or if on state conputer system until expunged from
system and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 89)

TELETYPES (Item 21-47)

These docunents contain information received from or dissem nated
to various | aw enforcenent agencies through the teletype system
This information network notifies | aw enforcenent agencies of

crinmes, |lost property, wanted suspects, arrests, m sSsing persons,
runaways, etc.

RETENTI ON

Retain for 1 year or until obsolete, adm nistrative need

ends, or until expunged from system whichever cones first
and t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/ 89)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

TRAFFI C CI TATI ONS (Item 21-48)
This is a copy of a citation issued by the police to drivers
violating notor vehicle and traffic laws. It usually includes
date, tine, location of violation, vehicle's |license nunber,

vi ol ation code, officer's nane, and signature of person receiving
citation.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 89)

UNCLAI MED PROPERTY FI LES (Item 21-49)
These files docunment the disposition of unclainmed property held
by the police departnment. The files contain verified annual
reports submtted to the State Treasurer. The reports are
required to be filed before May of each year as of the preceding
Decenber 31 and to transfer the property identified in the report
in accordance with UCA 67-4a-301(1)(a) (1997). The report
i ncl udes the name of property's owner if known and the | ast known
address, description of property including any identification
nunbers, and the verification of the person conpleting formto
the report's accuracy.

RETENTI ON
Retain for 10 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

UNI FORM CRI ME REPORT FI LES (I'tem 21-50)

These files contain copies of a nonthly statistical report of al
of fenses known to the police. They are separated into categories
of crinme (hom cide, rape, robbery, assault, burglary, |arceny,
not or vehicle theft) and are submitted to the UniformCrine
Reporting Division. Supplenentary reports detail the val ue of
property stolen and recovered. These reports are used to create
t he annual published Uniform Crine Report.

RETENTI ON
Retain until adm nistrative need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : UCA 53-5-206 (1997).

(Approved 12/ 89)

WARRANT LOG (I'tem 21-53)

These are court authorizations for the police to nmake an arrest.
After the warrant is served the original is returned to the
court. Alog is kept of all warrants served indicating date and
time served, nane of person served, and purpose. The log is
usual | y arranged chronol ogi cal | y.

RETENTI ON
Retain for 1 year after warrant is served and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 89)
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SCHEDULE 21
POLI CE DEPARTMENT RECORDS

WARRANT WORKSHEETS (1tem 21-42)
These are worksheets used to collect all information necessary
for use in the processing and serving of warrants by the police
departnent. They usually include addresses, tel ephone nunbers,
copi es of return show ng when warrant was served, any conputer
searches (e.g., notor vehicle), and investigation notes.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 08/96)

WARRANTS (I'tem 21- 62)

These are docunents issued by a court directing a person to be
taken into custody to answer charge(s) filed. Only active
warrants are kept on file. The original is returned to the court
with return of service show ng when and by whom warrant served.

RETENTI ON
Retain until warrant served or cancelled and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(2)(m and UCA 63-2-301(2)(n)
(1997).

(Approved 08/96)

WRECKER SERVI CE RECORDS (Item 21-54)
These are wrecker rotation records. They are used to nonitor
whi ch wrecker was called out after receiving a dispatch energency
call. They include nane of wecking service, telephone nunber,

address dispatched to, date, time, and identification nunber of
person maki ng call.

RETENTI ON
Retain for 1 year and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 89)
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SCHEDULE 22
PUBLI C UTI LI TI ES RECORDS
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SCHEDULE 22
PUBLI C UTI LI TI ES RECORDS

AS- BUI LT CONSTRUCTI ON DRAW NGS (ltem 22-9)
These drawings illustrate the extension, inprovenent, or upgrade
of water lines, stormdrains, irrigation systens, wells, tanks,
power lines, or related facilities. They are used by contractors
to construct projects, and for reference and informational
pur poses.

RETENTI ON
Per manent .

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(11) (1997)
(Approved 12/97)
BACKFLOW PREVENTI ON TEST REPORTS (Item 22-1)

These tests report the results obtained fromthe testing of
backfl ow preventer equi pnment. The reports show mai nt enance wor k
performed, parts replaced, and repairs nade.

RETENTI ON
Retain for 3 years after subsequent test and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGCGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(9)(a) (1997)

(Approved 12/97)
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SCHEDULE 22
PUBLI C UTI LI TI ES RECORDS

BACTERI OLOG CAL QUALI TY ANALYSES REPORTS (Item 22-2)
These forms record water sanples taken from various | ocations
t hr oughout the distribution system and sources of supply (raw or
processed) for bacteriological tests. They include | ocation, date
of collection, name of person taking sanple, type of sanple
taken, date of analysis, nanme of |ab, person responsible for
perform ng anal ysis, analytical nmethod used, and results of the
anal ysis. The State Heal th Departnent receives copies of these
test forns and retains themfor 40 years.

RETENTI ON

Retain for 5 years after subsequent test (40 CFR 141.33(a)
(1992)) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 12/97)
Bl LLI NG ADJUSTMENT RECORDS (I'tem 22-3)
These records docunent adjustrments made in utility billings for

debit, credits, refunds, returned checks and abatenents. They
i ncl ude custoner's nane and address, type of adjustnents and
justification, total anpbunt changed, and authorizing signatures.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(2) (b) (d) (1997)

(Approved 12/ 89)
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SCHEDULE 22
PUBLI C UTI LI TI ES RECORDS

Bl LLI NG REG STER (1tem 22-4)
This register is an item zed list of customer accounts. It
i ncl udes nanme of custoner, service address, neter reading, water
usage, water and other charges, paynents, adjustnments, prior
bal ance due, and current bal ance due. The register is used for
ref erence purposes.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Private: UCA 63-2-302(2)(b)(d) (1997)
(Approved 12/ 89)
Bl LLI NG REPORT PRI NTOUT (Item 22-5)
These conputer printouts list daily billing transactions. They

are used for audit purposes. They include accounts del eted,
accounts transferred, routes billed, adjustnents posted, and
reported bal ance.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 89)

Ut ah Muni ci pal General Records Retention Schedul e 1998 194



SCHEDULE 22
PUBLI C UTI LI TI ES RECORDS

CHEM CAL/ RADI OLOQ CAL ANALYSES (Item 22-6)
These forms verify water quality and show the various | ocations
of sanpling points of water taken fromthe distribution system
and sources of supply for chem cal and radiol ogical tests. They
i nclude | ocation, date of collection, nane of person taking
sanpl e, type of sanple taken, date of analysis, nanme of |ab,
person responsi ble for perform ng anal ysis, nethod used, and
results. The State Health Departnent receives copies of these
test forns and retains themfor 40 years.

RETENTI ON

Retain for 10 years after subsequent test (40 CFR 141. 33(b)
(1992)) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

COMPLAI NT FI LES (Item 22-7)

These files contain custoner conplaints concerning utility
probl ems which require research and a resolution. They include

conplaint, results of investigation, neter sheets, and nethod of
resol ution.

RETENTI ON
Retain for 3 years after date of resolution and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 89)
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SCHEDULE 22
PUBLI C UTI LI TI ES RECORDS

CONNECTI ON BOCKS (Item 22-8)
These books document the extension of or connection between
specific property and municipal utilities. They represent the
nost conprehensive guide to the system They act as the systenis
master |listing of all diagrams of connections in the system

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(11) (1997)
(Approved 12/ 89)
CROSS CONNECTI ON CONTROL SURVEY FI LES (Item 22-10)

These files nonitor potential or actual water system health
hazards within specific prem ses. They are used to determ ne
conpliance with state | aws, schedul e surveys, and to wite
reports. They include various reports, surveys, and rel ated
correspondence.

RETENTI ON
Retain for 3 years after destruction of prem se and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 22
PUBLI C UTI LI TI ES RECORDS

CUSTOVER APPLI CATI ON RECORDS (ltem 22-11)
These are applications conpl eted by custoners requesting water,
sewer, or electric service. They are used for billing purposes.

The applications include custoner's nanme, address, and tel ephone
nunber; meter information, date and approval signature(s).

RETENTI ON
Retain for 3 years after account closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Private: UCA 63-2-302(2)(b)(d) (1997)
(Approved 12/ 89)
CUSTOVER DEPCSI T CARDS (ltem 22-12)

These cards provide a record of custoners required to pay a
deposit to receive service. They include date, anmount of deposit,
nanme and address, account numnber, date signed, date account

cl osed, and anount of deposit confiscated and reason.

RETENTI ON
Retain for 3 years after account closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(2) (b) (d) (1997)

(Approved 12/ 89)
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SCHEDULE 22
PUBLI C UTI LI TI ES RECORDS

DAI LY FI LTER LOG (Item 22-13)
This log records a daily instrument table of information
regarding filter operations required by UCA 26-12-1 et. seq.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 89)

DAI LY OPERATI ONAL LOG (Item 22-14)
This log records daily information on plant operations such as
rate of flow, chem cal inventories, chem cals used, chlorine
residual testing results, and turbidity amount in water. It is
required by 40 CFR 130.4. An annual summary is submtted to the
State Heal th Departnent.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/ 89)
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SCHEDULE 22
PUBLI C UTI LI TI ES RECORDS

DAI LY PUMP STATI ON VELL REPORTS (Item 22-15)
This is a daily nonitoring report of a water system This report
shows the tine punps or wells are started and stopped, hours run,
power used and anount of water punped. A summary report (Schedul e
22, ltem #35 "Punp Station Well Sunmary Reports") is usually
created fromthese daily reports.

RETENTI ON
Retain for 2 years provided summary report is conpiled and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/97)

DI SCHARGE MONI TORI NG AND WATER RECLAMATI ON PLANT REPORTS (Item 22-16)
These are nonthly and quarterly reports on the daily operations
of treatnment plants. They are submtted to the State Bureau of
Water Pollution and to the Environnmental Protection Agency (EPA).
These reports are a record of the average anount of pollution
di scharged into the waters of the nunicipality from Nati ona
Pol | utants Di scharge Elimnation System (NPDES) permt hol ders.
They docunent the daily operations of the Water Recl amation Pl ant
such as sewage flow, grit renoval, chlorine usage, residuals,

di gester gas products, and lab analytical results (40 CFR
122.41(j)(2) (1996)).

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 89)
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SCHEDULE 22
PUBLI C UTI LI TI ES RECORDS

DI TCH FLOW DAI LY RECORDS (ltem 22-17)

These records report the daily anopunts delivered to various water
conpani es. The anmpbunts are summari zed nonthly and annual ly. They
are used for litigation purposes and to verify anounts delivered.
The records include nanme of conpany, date, anmount of water
delivered, and anount required.

RETENTI ON

Retain for 7 years or 4 years after litigation is settled
provi ded summary report is conpiled and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

DI TCH FLOW SUMVARY REPORTS (I'tem 22-35)

These reports summari ze the anobunts delivered to water conpanies.
The summary information is conpiled nonthly and/ or annually. The

reports include nane of conpany, date, anount of water delivered,
and anount required.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 22
PUBLI C UTI LI TI ES RECORDS

ENVI RONVENTAL PROTECTI ON AGENCY (EPA) GRANT FI LES (I'tem 22-18)

These are project files maintained by the municipality for nonies
granted to the state of Utah and then distributed to individual

| ocal governnent entities. The files docunent the expenditures of
t hese funds. They include a detailed listing of disbursenents,
recei pts, grant nodifications, related correspondence, and a copy
of the original grant (40 CFR 30.501). The State Health
Departnment's copy is maintai ned pernmanently.

RETENTI ON
Retain for 3 years after final audit and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 89)

FI ELD NOTES

(Item 22-19)
These are the original field surveyor's notes for water and sewer
installations which are used as a basis for all maps. They
include | ocation, elevation, and other related information.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(11) (1997)

(Approved 12/ 89)

FLOW CHARTS

(I'tem 22-20)
These charts nmonitor the weekly flow of raw sewage coming into
treatnment plants and effluent water fromthe plants.

RETENTI ON
Retain for 6 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 89)
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SCHEDULE 22
PUBLI C UTI LI TI ES RECORDS

HYDROGRAPH ANNUAL REPORTS (Item 22-36)

These are the annual reports summarizing water charts recording
the daily flows of streans. The information is used for
predicting future fl ows.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

HYDROGRAPH DAI LY CHARTS (Item 22-21)

These are water charts recording the daily flows of streans. They
are used for predicting future streamfl ows.

RETENTI ON

Retain for 10 years provided annual report is conpiled and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

METER BOOKS (Item 22-22)
These books record the readi ngs of custonmer's water, sewer or
electric nmeters by municipal enployees. They are used for billing
pur poses. The books include nanme of enpl oyee reading neter, neter
readi ngs, date read, account nunber, billing code, final reading,
reasons for turnoff, if meter was pulled or reinstalled, and
net er char ges.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Private: UCA 63-2-302(2) (b) (d) (1997)

(Approved 12/ 89)
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SCHEDULE 22
PUBLI C UTI LI TI ES RECORDS

METER LOCATI ON RECORDS (I'tem 22-23)

These records contain information about all meters (water and

el ectric). They are used to locate neters for service and
billings. They include address, work order nunber, size of neter,
contractor, owner, plunber and date install ed.

RETENTI ON
Retain for 1 year after renoval of neter and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 89)

METER REPAI R AND TESTI NG FI LES (Item 22-24)
These records docunent the installation, repair, testing, and

repl acenent of neters. They include address, work order nunber,

date of initial installation, dates of testing and repair, and
remarks.

RETENTI ON
Retain for 1 year after disposal of nmeter and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 89)

NATI ONAL POLLUTANT DI SCHARGE ELI M NATI ON SYSTEM PERM TS (1tem 22-25)
These are permts issued under the Clean Water Act permitting the
di scharge of specific pollutants under controlled conditions (40
CFR 122.28 (1993)). This applies to nunicipalities with a
popul ati on of 100,000 or greater.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

Ut ah Muni ci pal General Records Retention Schedul e 1998 203



SCHEDULE 22
PUBLI C UTI LI TI ES RECORDS

PUVP STATI ON VELL SUMVARY REPORTS (Item 22-34)
This is the summary information conpiled fromthe daily
nonitoring report of a water system The information includes the
time punps or wells are started and stopped, hours run, power
used and armount of water punped. Please refer to Schedul e 22,

Item #15 "Daily Punp Station Well Reports" for the daily reports.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

REM TTANCE STUBS (ltem 22-27)
These stubs are received with paynents for services. They are
used as the official record of custoners, paynents being received
and posted. They include account nunber, nane, service address,
paynent received, receipt date and nunber.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(2)(b) (1997)

(Approved 12/ 89)
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SCHEDULE 22
PUBLI C UTI LI TI ES RECORDS

SEVWER MAI N LOCATI ON PLATS (Item 22-28)
These are plat draw ngs of each nunicipal street detailing al
sewer mains in the municipality system by area nunber. They are
used to |l ocate sewer mains. The plats include draw ngs of al
sewer mains in municipal system show ng depth of sewer mains,

percent age of grade, |ocation of |ateral connections and sewer
manhol es, and size of |ines.

RETENTI ON
Retain until updated or superseded and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(11) (1997)
(Approved 12/ 89)
TELEVI SI ON | NSPECTI ON REPORTS (I'tem 22-29)

These are videotape reports taken by special nonitoring caneras
| ocated at critical parts of the sewer lines. They are used to
nmoni tor conditions of the sewer |ines.

RETENTI ON

Retain for 3 years or until updated or superseded and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(11) (1997).

(Approved 12/ 89)
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SCHEDULE 22
PUBLI C UTI LI TI ES RECORDS

WATER CONSUMPTI ON ANNUAL REPORTS (I'tem 22-38)
These are annual reports that consist of information conpiled
fromnmonthly statistics of daily water consunption. They are used
for research and litigation purposes and to assist in predicting
future fl ows and peak demands. The reports include water
consunption in mllion gallons, and cubic feet fromtreatnent
pl ants, springs, artesian wells, punped wells, and reservoirs
along with precipitation anmounts.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

WATER CONSUMPTI ON MONTHLY REPORTS (1tem 22-30)
These reports consist of nonthly statistics of daily water
consunption. They are used for research and litigation purposes
and to assist in predicting future flows and peak demands. The
reports include water consunption in mllion gallons, and cubic
feet fromtreatnment plants, springs, artesian wells, punped
well's, and reservoirs along with precipitation anounts.

RETENTI ON
Retain for 1 year provided annual report is conpiled and no
litigation is pending and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 22
PUBLI C UTI LI TI ES RECORDS

WATER FLOW ANNUAL RECORDER CHARTS (Item 22-37)
These charts are taken fromrecording stations in streans or
wel |l s for annual periods. They are used to determ ne water flows.
The charts include water flow according to gauge flows, height,
or level of aquifer in well on an annual basis.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

WATER FLOW WEEKLY RECORDER CHARTS (Item 22-26)
These charts are taken fromrecording stations in streans or
wells for weekly periods. They are used to determ ne water flows.
The charts include water flow according to gauge fl ows, height,
or level of aquifer in well, during a weekly period.

RETENTI ON

Retain for 3 years provided annual chart is conpiled and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

WATER MAI N CHARTS AND | NDEXES (Item 22-31)
These charts show the | ocations of all water mains, valves,
hydrants, and water services to property owners in a given area.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(11) (1997)

(Approved 12/ 89)
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SCHEDULE 22
PUBLI C UTI LI TI ES RECORDS

WATER STOCK PURCHASE FI LES (Item 22-32)
These files docunment nunicipal purchase of water stock from
irrigation conpani es and/or individuals. Each year the
muni cipality is billed for the annual assessnent of water stock.
The files are used to verify purchase and for yearly assessnent
pur poses.

RETENTI ON
Retain for 10 years after sale of stock and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

WATER TREATMENT PLANT OPERATI ONAL REPORTS (Item 22-33)
This is a copy of a nonthly report submtted to the State
Departnent of Health verifying drinking water standards (40 CFR
130.4). They are used to nonitor conpliance with water quality
standards and to verify standards were net. The reports include
daily and total nonthly anounts, mninmm, nmaxi num and aver ages
for filter operation, filter rate in gallons per mnute, |length
of filter run; filter head | oss; and m nutes of backwash; anounts
and ki nds of chemi cals used. The State Health Depart nment
mai ntains their copy for 10 years.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/ 89)
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SCHEDULE 23
PUBLI C WORKS RECORDS

Ut ah Muni ci pal General Records Retention Schedul e 1998 209



SCHEDULE 23
PUBLI C WORKS RECORDS

CAPI TAL PRQJIECT STATUS REPORT (ltem 23-1)
This is a nonthly report of all current capital inprovenent
projects. The report includes information on funding (conparing
anounts), extra work orders, and over-run authorizations for each
proj ect .

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)

CLASS "C' ROAD FUNDI NG PRQJECT FI LES (ltem 23-2)
These project files docunent the funding for Class "C' roads.
CLass "C' funding is noney allocated to each nmunicipality from
the Transportation Fund "under rules nmade by the departnment” (of
Transportation) (UCA 27-12-23 (1997)). The files include anmount
of funds all ocated and how t hey were spent for each project
(man- hours, vehicle usage, and nmaterial used).

RETENTI ON
Retain for 3 years after claim audit, or litigation
settled and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)
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SCHEDULE 23
PUBLI C WORKS RECORDS

COVPLAI NT FI LES (1tem 23-3)
These files docunment conplaints received and how they were
responded to by the departnment (e.g., streets, sanitation,
traffic signals). They include nane and address of conpl ai nant,
date received, description of problem and action taken.

RETENTI ON
Retain for 2 years or until resolution of any litigation,
whi chever occurs |ater and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

CONCRETE MAI NTENANCE RECORDS (Item 23-26)
These records docunent the replacenent of concrete nai ntenance
necessary when the nunicipality is responsible for damge caused
by muni ci pal vehicles (e.g. garbage trucks, snow plows) or
probl ens caused by storm danage or other acts of nature.

Mai nt enance may either be done by the nmunicipality or contractors
t hrough the biddi ng process. These records are used for budget
pur poses and indicate the conpletion of the project. They include
a card file, copies of receipts, pay vouchers, contracts, bids,
correspondence, extra work orders, estimates, sketch or diagram
phot ogr aphs, council district information, and proof of mailing
esti mat e.

RETENTI ON
Retain for 7 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 23
PUBLI C WORKS RECORDS

CONSTRUCTI ON CONTRACT RECORDS (Item 23-27)
These records docunent contracts for all engineering and
construction projects undertaken by the municipality. They
i ncl ude paynent records, reports, contracts, certificates, and
rel ated correspondence.

RETENTI ON
Record copy: Retain for 6 years after expiration of
contract and then destroy.
Duplicate copies: Retain until expiration of contract and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

CONSTRUCTI ON PRQJECT FI LES (I'tem 23-13)
These project files docunent the planning, design, and
construction of nunicipally-owned facilities, structures or
systens. They are al so used for budget planning and litigation
research. They include correspondence, copies of agreenents,
engi neer's personal notes, guarantees and warranties, testing
reports, reports (daily, weekly, nonthly), and permts to work in
the public way for nunicipality projects such as street drains,
curb and gutter, sidewal k, paving extensions, street construction
and repairs to additions to city buildings.

RETENTI ON
Per manent. May be transferred to the State Archives with
authority to weed.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 23
PUBLI C WORKS RECORDS

DELI VERY TI CKETS (Item 23-4)
These are tickets issued by suppliers to verify delivery of
supplies (concrete, road base, gravel, and topsoil). They include
date, tinme, anmount of mx received, and |list of m scell aneous
suppl i es received.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)

DRAI NAGE MAI NTENANCE AGREEMENTS (Item 23-28)
These are agreenents between the nunicipality and canal or
irrigation conpanies. The agreenments allow water be diverted into
drai nage systens naintai ned by these conpanies. The nmunicipality
pays themfor this service. The agreenments include date,
conpany's nane and address, provisions of the agreenment, paynents
to be nmade, and signatures of nunicipal council, and conpany
representative.

RETENTI ON
Record copy: Retain for 6 years after expiration of
agreenent and then destroy.
Duplicate copies: Retain until expiration of agreenent and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 23
PUBLI C WORKS RECORDS

DRAI NAGE SYSTEM REPAI R LI ST (I'tem 23-5)
This is a list of all drainage facilities in the system It is
used to prioritize which drains need mai ntenance. It includes
size, type and condition of drainage pipe, type of clean out box,
| ocation of facility and condition, depth fromflow line to top
of Iid on road surface and a brief description of the problem

RETENTI ON
Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

DRAW NGS AND DI AGRANVS (Item 23-6)
These are draw ngs and bl ueprints of engineering "as-built"
projects. They are used by the public and city personnel to
establish existing information for all city |ocations. They
i nclude draw ngs of street construction, sidewal ks, stormdrains,
wat erlines, reservoirs, public facilities, and other city
bui l di ng projects, providing date, legend, city title, scale and
actual draw ngs.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 23
PUBLI C WORKS RECORDS

DRI VER AND ROUTE CHECK LI ST (Item 23-7)
These files contain an annual eval uation form conpl eted on each
gar bage truck driver to show driving ability and know edge of
street route. They include name of driver, date, vehicle nunber,
route nunber, |ist of vehicle equipnment to be checked before
starting engine, list of items to be checked at conpletion of
shift, results of road test, and comments concerning attitude,
cooperation, route appearance, etc.

RETENTI ON
Retain for 2 years or until term nation of driver and then
destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)

ENCROACHMENT AGREEMENTS (I'tem 23-29)
These are agreenents between the nunicipality and property owners
allowing themto extend fences or plants (bushes and trees)
within the municipal right of way. The nmunicipality reserves the
right to revoke the agreenent and to require the property owner
to renove the fences or plants upon request. The agreenents
i nclude date, |icensee's nane and address, agreenent ternmns,
licensee's notarized signature, and signatures of the city
council chair and city nanager.

RETENTI ON
Retain for 6 years after contract revocation and then
destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 23
PUBLI C WORKS RECORDS

EXCAVATI ON PERM T APPLI CATI ONS (I'tem 23-30)
These applications are used by individuals and contractors
requesting to work in the municipal right-of-way for denolitions
or excavations. The application includes job address, date,
owner/agent nane and job address, a |ocation description of
i nt ended excavation, size, purpose, and agreenent to conply with
all state |aws and nuni ci pal ordi nances.

RETENTI ON
Retain for 1 year after expiration and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 06/97)
EXCAVATI ON PERM T BI LLI NGS (Item 23-31)
These billings are sent to contractors for the inspections of

excavations on the nmunicipal right-of-way. The permts may be

i ssued over the tel ephone with parties having agreenents wth the
nmuni ci pality and are then billed for inspections. The billings

i nclude contractor's nanme and address, date permt issued,

| ocation, inspection date, and inspection costs.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 23
PUBLI C WORKS RECORDS

FLOOD CONTROL PERM T APPLI CATI ONS (I'tem 23-32)
These applications are conpl eted by devel opers and homeowners
requesting a permt to construct within a flood plain. They are
al so required for the construction of any facility or discharge
of any runoff into specific nmunicipalwide facilities. The permt
provides that the structure or operation covered could be
st opped, renoved or destroyed by the nmunicipality in a flood
energency and that all structures are subject to nunicipal
i nspection at permttee's cost. The applications include firms
or individual's nane, address, and tel ephone nunber; proposal's
description, including construction type, purpose, |ocation
(i ncludi ng engi neering cal cul ati ons, and any special conditions);
grantee's signature; date; recommendati ons on whet her request
shoul d be approved or denied; and (if approved) director's
si gnat ure.

RETENTI ON
Permanent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

HI GHWAY DAI LY REPORT (I'tem 23-33)
This daily report tracks work and materials used on specific
hi ghway projects. They are used to create nonthly reports. It
i ncludes municipality nanme, district, section, supervisor's nane,
date, enpl oyees' nanes, nunber of regular and overtine hours
wor ked per project nunber, specific materials and anmounts per
proj ect nunmber, and specific equi pment and hours used per project
nunber .

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 23
PUBLI C WORKS RECORDS

| NFORVATI ONAL MAPS AND PLATS (Item 23-8)
These are city maps and plats for surveys and mai ntenance of city
property and facilities. They are used for research purposes by
the public, other city departnents, and title conpanies. They
i ncl ude townshi ps and range, rights-of-way, nonunment narkers, |ot
nmeasurenents, street nanes, centerline neasurenents, blocks, and
subdi vi si on nanes.

RETENTI ON
Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)

| NTERLOCAL AGREEMENTS (Item 23-34)
These are agreenents between the county and nunicipalities within
the county to provide public works services. They include date,
city's name, provisions of the agreenent, paynents to be made,
and signatures of the city and county representatives.

RETENTI ON
Record copy: Retain for 6 years after expiration of
contract and then destroy.
Duplicate copies: Retain until expiration of contract and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 23
PUBLI C WORKS RECORDS

| NTERSECTI ON CASE FI LES (ltem 23-9)
These files record data on all rmunicipal streets. They are used
by traffic engineers and technicians when investigating a
particular intersection to determ ne appropriate traffic
regul ations. They contain traffic volune (counts taken either
mechani cally or manual ly), requests or conplaints received which
requi red a study and response concerni ng specific intersections
and work order outline to be done at specific intersections, and
a traffic accident history.

RETENTI ON
Retain for 7 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)

MATERI ALS TEST RESULTS (I'tem 23-35)
These reports contain the results of sieve analysis and nucl ear
density tests on asphalt, road base concrete, and soils. They are
used for conformance of specifications for approval of various
mat eri al s used on nunici pal construction projects. Reports are
al so used for reference on future nunicipal project wrk. Reports
include date, type of material, weight of material, anmount of
tests perfornmed, and results of tests (sieve analysis results,
percent of conpaction, and cylinder conpressive tests).

RETENTI ON

Retain for 5 years after project conpleted and then
destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 23
PUBLI C WORKS RECORDS

MONTHLY WEI GHT REPORTS (1tem 23-10)
This is a graph showi ng anount of refuse collected per day, week,
nont h, and the percentage of time used for collection. The graph
is used for budget purposes and eval uati on of tonnage for each
route. They include frequency of pickups at scal ehouse, tine
estimated, arrival time, and total tonnage collected per nonth
Wi th average col |l ected per truck.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)

PARKI NG METER REPAI R CARD LOG (Item 23-11)
This | og shows the type and frequency of repairs for each parking
meter. The cards are used for preventive maintenance and to
verify parking ticket conplaints. They include neter |ocation,
date, and type of repair.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)
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SCHEDULE 23
PUBLI C WORKS RECORDS

PERM TS TO WORK I N A PUBLI C WAY (Item 23-12)
These are permts issued for private conpanies to work on city
property ("public way") for denolitions, excavations, blasting,
crane operations, barricade installations, concrete construction
(curb, gutter, sidewal ks), or the noving of heavy equi pnent. They
i nclude job address, date, nane of owner/agent at job address,
state license classification, diagramof work required, checklist
of existing utilities and construction and traffic control.

RETENTI ON
Retain for 1 year after bond expires and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 09/ 89)
RESURFACI NG BI LLI NGS (1tem 23-36)
These billings are sent to contractors and public utilities for

resurfaci ng muni ci pal roads, alleys, or other public places.
Persons are required to restore the pavenent surface after the
conpl eti on of excavations on the mnunicipal right-of-way. Persons
doi ng excavation work may request the nmunicipality to restore the
surface and are then charged the costs. The billings include
contractor's nanme and address, date, conpletion date, |ocation,
road width, cut width, total square footage, anount, and tota

bal ance.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 23
PUBLI C WORKS RECORDS

REVI EW FI LES (Item 23-14)
This is a duplicate set of plans submtted by devel opers for
subdi vi si ons, and commercial or industrial conplexes. It is used
to verify conpliance with ordi nances and design criteria for
streets and alleys. They include plans and rel ated
correspondence.

RETENTI ON
Retain for 3 years after conpletion of project and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 09/ 89)
ROUTE MAPS (1tem 23-15)

These maps show sections of the nunicipality divided into routes
for each day of the week for refuse collection. They are used to
informdrivers of assigned daily route collection. They include
maps of city streets divided into collection routes and nunbered
by truck nunmber per day of week.

RETENTI ON
Retain until route changes and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)
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SCHEDULE 23
PUBLI C WORKS RECORDS

SCHOOL ROUTI NG MAPS (Item 23-37)
These records provi de school access routes for elenentary, junior
hi gh, and seni or high schools for school buses. The routing plans
are updated yearly and are transmtted to the local jurisdiction
by the school districts. The records include maps, plans, routing
changes, safety concerns, and reconmrendati ons.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

S| GNALI ZED | NTERSECTI ON RECORDS (lItem 23-17)
These records are registers, card files, and simlar records
providing an inventory of all traffic signs, signal equi pnent and
the timng set-up of each signalized intersection. They are used
to determ ne conpliance with safety guidelines and as a record of
changes on a historical basis. They include information
concerni ng poles, signal head information, and signal control.

RETENTI ON
Retain for 2 years after signal device renoved and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 23
PUBLI C WORKS RECORDS

SPECI AL ASSESSMENT PLATS (Item 23-18)
These plats show the |ocation of properties that are affected by
speci al assessnents. Plats are used for reference and for
conpilation of the tax roll. They include footage, actual
property |ines, township and range, rights-of-way, nonunent
mar kers, | ot nmeasurenents, blocks, subdivision nanes, and col or
coding to indicate properties being assessed.

RETENTI ON
Retain for 5 years after district is conpleted. My be
transferred to the State Archives with authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

SPECI AL EVENTS PERM TS (I'tem 23-38)
These applications are conpl eted by persons requesting permts to
hol d special events (i.e., filmcrews, races, parades) on the
muni ci pal right-of-way. They include application nunber; event
type and description; sponsoring group's nane; adm ssion fee;
event date; event timnes; pronotional agency nane; contact
person's nane; address; and tel ephone nunber; proposed | ocation
or route; whether a fee waiver is requested; estimate nunber of
participants and spectators; authorizing signature and date; date
to appear on city council agenda; police departnent's and | ocal
heal th departnment's recommendati ons; deci sions; and authori zi ng
si gnat ures.

RETENTI ON
Retain for 1 year after event and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(2)(d) (1997)

(Approved 06/ 97)
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SCHEDULE 23
PUBLI C WORKS RECORDS

STREET CLEANI NG RECORDS (1tem 23-19)
These files docunment all street cleaning projects. They include

reports, logs or simlar records docunenting street cleaning
oper ati ons.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)

STREET MAI NTENANCE RECORDS (I'tem 23-20)
These files docunent the repairs and mai nt enance work on
muni ci pal streets, street lights, and sidewal ks. They i ncl ude

reports, logs, or simlar records, conpleted on a daily, weekly,
and/ or nonthly basis.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)

STREET NAME AND HOUSE NUMBER FI LES (I'tem 23-21)
These files contain records relating to street dedications,
street closings, the assignnent and alternation of street nanes
and house nunbers and simlar records. They provide official

control of the nam ng and nunbering of municipal streets and
roads.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)
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SCHEDULE 23
PUBLI C WORKS RECORDS

SURVEY DRAW NGS (1tem 23-22)
These are drawi ngs of new surveys and resurveys of parcels of
property containing horizontal control nonunents. They are
conputed on a state plane grid coordinate and are used as a
reference for neasurenents and deeds research. They incl ude
nmonunents, state plane grid coordinates, surveyor's notes, scale,
| egend, and north point.

RETENTI ON

Permanent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

SURVEY FI ELD BOOKS (Item 23-23)
These books contain the original field notes of survey parties
daily survey neasurenents. The notes are a constant source of
information for design surveys, civic inmprovenent, benchmarks,
el evations, property surveys, and for updating neasurenents and
information on atlas plats. They include survey neasurenents,
el evations, and grade with sonme sketches of the area.

RETENTI ON

Per manent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 23
PUBLI C WORKS RECORDS

TRAFFI C DRAW NGS (1tem 23-24)
These are original drawi ngs or area maps of streets. They are
used to determ ne whet her changes are needed in school zones,
pedestrian crossings, intersections, signalized intersections,
and street stripping. Drawings are used as a reference tool for
t he perfornmance worKk.

RETENTI ON
Retain for 4 years after revised and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)

TRAFFI C SI GNAL CONFLI CT MONI TOR LOG (Item 23-16)
This is a | og showi ng when each conflict nonitor was serviced (a
safety device that functions to avoid two opposite green lights
showing at the sanme tine). It is used for mai ntenance purposes.
The |l og includes |ocation, type of conflict nonitor and date
servi ced.

RETENTI ON
Retain for 7 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)
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SCHEDULE 23
PUBLI C WORKS RECORDS

TROUBLE CONTROL REPORT (I'tem 23-25)
This report is generated by tel ephone calls fromprivate citizens
or police departnents concerning traffic signals that require
repairs. Report is necessary for verification in litigation
cases. It includes |ocation, nanme of person reporting, date,
time, report of trouble, description of trouble found, repair
made, by whom tinme arrived and tine conpl et ed.

RETENTI ON

Retain for 7 years or until litigation conpleted and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 89)
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SCHEDULE 24
REDEVELOPMENT RECORDS
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SCHEDULE 24
REDEVELOPMENT RECORDS

ANNUAL REPORT (ltem 24-1)
The redevel opnent agency shall prepare and file an annual report
with the "county auditor, the State Tax Comm ssion, the State
Board of Education, and each property taxing entity affected by
the distribution of property taxes" on or before Novenber 1. This
annual report shall contain the estimates of the portion of
property tax to be paid to the agency for cal endar year ending
Decenber 31 and an estimate of the portion of property taxes to
be paid to the agency for cal endar year begi nning the next
January 1" (UCA 17A-2-1217(1) (1997)).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)

APPRAI SAL PROQJECT FI LES (Item 24-2)
These files contain evaluations of properties and structures
Wi thin proposed projects. They are used to investigate project's
viability, determ ne costs, and negotiate for purchase of rea
property. The files include financial assessnents of the worth of
real estate and buil dings within proposed project areas. They may
al so i nclude assessnents of architectural and historical
significance and condition of the involved structures.

RETENTI ON

Permanent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)
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SCHEDULE 24
REDEVELOPMENT RECORDS

BUI LDI NG | LLUSTRATI ONS (Item 24-6)
These are working copies of maps of real property and draw ngs
and di agrans of actual buildings. They are used during the early
phases of redevel opnent projects. \Wen the projects becone
official, the maps and draw ngs becone part of the project file.

RETENTI ON
Retain for 4 years after project rejected or until
superseded or updated and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

CERTI FI CATI ON FI LES (ltem 24-3)
These files docunent the approval and certification process of
all official redevel opnent projects. They contain all docunents
necessary to certify a project including consultant's reports; a
copy of the redevel opnent plan; a report detailing reasons for
the selection of the project area; a description of physical,
soci al, and economic conditions in the area; a financial analysis
of the project; consultant proposals; a plan detailing nethods
for the relocating of all famlies and persons in the
redevel opnent area; an analysis of the prelimnary plan; a report
with the planning comm ssion recomendations; a blight survey;
notices of hearings; copies of mnutes of hearings; and copi es of
resol utions.

RETENTI ON
Permanent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)
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SCHEDULE 24
REDEVELOPMENT RECORDS

COVMUNI TY DEVELOPMENT BLOCK GRANT ORI G NAL APPLI CATI ON AND FINAL (Item 24-4)

REPORT

This is the original application and final report for projects
funded under Community Devel opnent and Bl ock Grant (CDBG) funds.
These projects include both direct grants and regrants. Under the
federal guidelines, agencies are required "to maintain records in
sufficient detail to denonstrate conpliance with the provisions”
concerning affirmative action, |abor, and environnental standards
(24 CFR 570.611(f) (1992)).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

COMVUNI TY DEVELOPMENT BLOCK GRANT SUPPORTI NG FI LES (Item 24-14)

These are the supporting docunentation to the application and

adm ni stration of projects funded under Community Devel opnent and
Bl ock Grant (CDBG funds. These projects include both direct
grants and regrants. They include reports, audits, certificates,
maps and rel ated correspondence. Under the federal guidelines,
agencies are required "to maintain records in sufficient detai

to denonstrate conpliance with the provisions" concerning
affirmative action, |abor, and environnental standards (24 CFR
570.611(f) (1992)).

RETENTI ON
Retain for 3 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 24
REDEVELOPMENT RECORDS

CONSULTANT RECORDS (Item 24-5)
These are separate files prepared by private consultants. They
are used to docunent proposals made by individual consultants.
The files contain both rejected proposals and those being
consi dered and include the actual proposal and bid. Final
approved proposals are filed in the certification file.

RETENTI ON
Retain for 2 years after being rejected and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

FACADE PRQJIECT FI LES (ltem 24-7)
These files docunment the regranting of funds received by the
muni cipality to restore exteriors of architecturally inportant
structures in project areas. These grants are totally funded
grants made to individual property owners for separately assessed
structures. The files include a work contract, photographs, and
rel ated correspondence.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)
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SCHEDULE 24
REDEVELOPMENT RECORDS

HOUSI NG AND URBAN DEVELOPNMENT FI NANCI AL RECORDS (Item 24-13)
These files docunent the granting of Housing and U ban
Devel opnment (HUD) funds for the rehabilitation of honmes. These
projects concern historic preservation, enploynent survey, and
envi ronnmental review. They include financial reports, prelimnary
reports, and all other financial records (24 CFR 58 (1993)).

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

HOUSI NG AND URBAN DEVELOPMENT HI STORI CAL PROPERTI ES GRANT FILES  (ltem 24-8)
These files docunment the granting of Housing and U ban
Devel opment (HUD) funds for the rehabilitation of homes. These
granted fund projects deal with historic preservation, enploynent
survey and environnental review These files include copies of
the plan, copies of the original grant, final report, resolution,
copi es of council mnutes, and rel ated correspondence (24 CFR 58

(1993)).

RETENTI ON
Permanent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 24
REDEVELOPMENT RECORDS

LI TI GATI ON FI LES (1tem 24-9)
These files docunment |awsuits filed agai nst the Redevel opnent
Agency concerni ng redevel opnent projects. They contain rel ated
correspondence, research materials, copies of all official
filings (conplaints, answers, judgenents, etc.), copies of
depositions, and attorneys' notes. Usually the city attorney

mai ntains the record copy of all |awsuits.
RETENTI ON
Record copy: Permanent. May be transferred to the

State Archives with authority to weed.
Duplicate copies: Retain for 1 year after litigation has
been settled or conpleted and then

destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.
(Approved 06/97)
OMER PRQIECT FI LES (Item 24-10)

These project files docunent both successful and unsuccessf ul
negoti ati ons and ongoi ng agreenents for the purchase of property
for redevel opment projects. The files include copies of
agreenents and rel ated correspondence.

RETENTI ON

Retain for 4 years after conpletion of redevel opnent
proj ect and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 24
REDEVELOPMENT RECORDS

PRELI M NARY PLAN REPORTS (lItem 24-11)
These are reports required to be conpleted by the agency on
proposed projects. The agency "nmay sel ect one or nore project
areas conprising all or part of the proposed survey area and
formulate a prelimnary plan for the redevel opnment or econom c
devel opment of each project area in cooperation with the planning
comm ssion of the community” (UCA 17A-2-1206) (1997)). The pl ans
must include a description of the boundaries of the project area
containing a "general statenent on | and uses, |ayout of principle
streets, population densities and building intensities and
standards proposed as the basis for the devel opnent of the
project area." The plans nust al so show how t he "purposes of the
act would be attained by such redevel opment” and "shows how
redevel opnent confornms to the master or general comunity plan”
(UCA 17A-2-1207 (1997)).

RETENTI ON
Permanent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 24
REDEVELOPMENT RECORDS

REDEVELOPMENT PLANS ( NON- APPROVED) (Item 24-12)
"The agency shall prepare or cause to be prepared a redevel opnent
plan for [each] project area" in accordance with the provisions
of UCA 17A-2-1213 (1997). The agency is required to conduct
exam nations, investigations, and other negotiations regarding
the plan. The plan "shall be consistent with the comunity's
general plan, master plan, and other plans of the comunity
i nvol ved in devel opnent or capital inprovenent prograns affecting
the project area.” The agency shall "consult with the planning
comm ssion of the community in preparing a project area
redevel opnent plan" (UCA 17A-2-1213 (1997)). Approved pl ans
becone part of Schedule 24, Item#3 "Certification Files."

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 25
LI BRARY RECORDS
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SCHEDULE 25
LI BRARY RECORDS

ACCESSI ON RECORDS (Item 25-1)
These records docunment the accession of library materials. They
include title, publisher's nane, date ordered and received, |ist

price, and discount price.

RETENTI ON
Retain until adm nistrative need ends and then destroy;
accessi on books created before 1960 permanent, transfer to
State Archives with authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)

ANNUAL REPORT (1tem 25-2)
This is an annual report by the library board of directors
requi red by UCA 9-7-406(1) (1997) "to the city governing body on
the condition and operation of the library, including a financial
statenent.” It is also used to informthe general public
regarding the operations of the library. The report includes
budget figures both inconme and expenditure, circul ation and ot her
figures, and may include a brief description of the previous
year's activities.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 25
LI BRARY RECORDS

BOARD OF DI RECTOR' S M NUTES (Item 25-3)
These are the official mnutes of regular and special neetings of
the City Library Board of Directors. They are used to docunent
the actions of the board. They include the agenda, dates and
ti mes neetings convened and adj ourned, board nenbers present and
excused, and a summary of the proceedi ngs of neetings, including
notions, votes, discussions, official actions, and deci sion.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 06/97)
Cl RCULATI ON RECORDS (I'tem 25-4)
These are records of all library materials checked out fromthe

library system They may be automated or manual systens. The
information includes the itemtitle, identification nunber
(barcode nunber), date item due, patron nane and |ibrary card
nunber .

RETENTI ON

Retain until itenms returned and | ate fees paid and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Private: UCA 63-2-302(1)(c) (1997).

(Approved 06/ 97)
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SCHEDULE 25
LI BRARY RECORDS

Cl RCULATI ON STATI STI CAL REPORTS (I'tem 25-5)
These are nonthly statistical reports on the nunbers and types of
library materials checked out. They are used for future planning.
They include the nunber of itenms checked out by type, nunber of
library cards issued, and nonthly totals.

RETENTI ON
Retain until annual report conpiled and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

HOLDI NGS CATALOG (1tem 25-6)
This catalog serves as a finding aid for library users in
locating library materials currently in library collection.
Manual card catal ogs have been replaced in many libraries with
on-line catal ogs. These catal ogs are constantly being updated as
materials are added and wi thdrawn. The information includes cal
nunber, author, title, publisher, nunber of copies, date, and
subj ect headi ngs. Conmputer catal ogs al so include nunber and
status of copies (on shelf, checked out, and date due).

RETENTI ON
Retain until catal og closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

Ut ah Muni ci pal General Records Retention Schedul e 1998 241



SCHEDULE 25
LI BRARY RECORDS

| NTERLI BRARY LOAN RECORDS (ltem 25-7)
These records docunent the | ending and borrowi ng of |ibrary
materials through the interlibrary |oan network. They include
interlibrary loan fornms, conputer searches, related
correspondence and nenoranda. The interlibrary |oan fornms include
patron's nane, address, tel ephone nunber, description of materi al
bei ng requested (author, title, publisher, publication date), a
signed statenent indicating patron willing to assunme costs for
borrow ng material, status indication (overdue, |ost,
out-of-print), indication of search strategy, date materi al
provi ded, and date material to be returned.

RETENTI ON
Retain until request conpleted or cancelled, applicable
fees and fines paid, materials returned, and statistics
col |l ected and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(c) (1997).

(Approved 06/ 97)

LI BRARY COWVPLAI NTS (Item 25-8)
These records docunent conplaints received and actions taken
concerning library services including progranmm ng and materi al
sel ection policies. They include conplainant's nane, address, and
t el ephone nunber, date, explanation of conplaint, and rel ated
correspondence,

RETENTI ON
Retain for 1 year after resolution and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Private: UCA 63-2-302(1)(c) (1997)

(Approved 06/97)
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SCHEDULE 25
LI BRARY RECORDS

LI BRARY OPERATI ON PQOLI ClI ES (I'tem 25-9)
These are policies adopted by the Library Board of Directors
concerning all library operations including material selection.
The policy adoptions are docunented in the Board of Directors
M nutes. The information varies by policy, but all include policy
title, purpose, and adoption date.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 06/ 97)
LI BRARY SERVI CES AND CONSTRUCTI ON ACT (LSCA) GRANT FI LES (I'tem 25-10)
These records docunent the expenditure of nonies and the
operation of Title I, Il, and IIl prograns funded through the

Li brary Services and Construction Act grants, which are regranted
by the Utah State Library Division to public libraries (34 CFR
770 (1997)). The grants are used to inplenment or update prograns
for literacy, institutional devel opnent, inadequate services or
library construction. Gant records include some or all of the
foll owi ng: application and supporting materials, budget
revisions, quarterly reports, final summary and eval uation
reports, statistical reports, audit reports, deposit slips,
invoices and bills, and publicity. The State Library D vision
retains Title | and IIl grant records for 7 years, Title Il grant
records for 20 years.

RETENTI ON
Retain for 7 years after expiration of contract and
destroy, provided all clainms and litigation have been
resol ved and all applicable state and federal audits
conpl et ed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 25
LI BRARY RECORDS

LOST LI BRARY MATERI ALS AND REFUND RECEI PTS (Item 25-11)
These are receipts issued by the library when a patron pays for
lost library materials. They are used to verify paynent and if
the book is located a refund will be granted. These receipts al so
serve as a backup record to verify paynent if a question arises.
The receipts include the patron nane and identification nunber
(barcode nunber), library materials' titles, anount paid and
dat e.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(c) (1997).

(Approved 06/ 97)

PATRON ASSI STANCE PUBLI CATI ONS (Item 25-12)
These publications are booklists and ot her patron assistance
gui des created by library staff nenbers. They are used to aid
library patrons in locating library materials and to assist in
using the library. The information contained in these
publications vary but all include the library nane and | ocati on.

RETENTI ON
Retain until admnistrative need ends and then transfer
significant publications to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 25
LI BRARY RECORDS

PATRON REQUESTS (I'tem 25-13)
These are requests by library patrons for materials currently
checked out or to add new materials to the library collection.
They may be a formand/or an electronic record. They may incl ude
library card nunber; patron's nanme, address, telephone nunber,
and signature; call nunber, author, and title of material
requested; patron's signature, and indication of nmaterial's
status (checked out, overdue, reordered, out-of-print).

RETENTI ON
Retain for 1 year or until request is filled and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(c) (1997).
(Approved 06/ 97)
PLANNI NG AND EVALUATI ON STUDI ES (Item 25-14)

These studies are undertaken periodically to identify library
servi ce needs. They include user, conmunity and ot her eval uation
studies. They are used for planning future services. The studies
may i nclude responses to patron surveys, denographic information,
circulation statistics, and coll ection devel opment studies.

RETENTI ON
Retain until superseded and then transfer to the State
Ar chi ves.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)
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SCHEDULE 25
LI BRARY RECORDS

PUBLI C LI BRARY SERVI CES DEVELOPMENT GRANT RECORDS (I'tem 25-15)
The records docunent the expenditure of nonies and the operation
of the State Library Division's Upgrade Process and the state aid
grants whi ch operate hand-in-hand. Funds are appropriated by the
Utah Legislature to the State Library Division which then
di stributes the grants on a fornmula basis to qualifying U ah
public libraries. Grant records include sone or all of the
following: public library planning docunents, signed grant
agreenents, final reports and financial statenents, statistical
reports, audit reports, deposit slips, invoices, bills, and
publicity.

RETENTI ON
Retain for 7 years after expiration of contract and destroy
provided all clainms and litigation have been resol ved and
all applicable state and federal audits conpl eted.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

REGQ STRATI ON RECORDS (I'tem 25-16)
This registration card is conpleted by patrons applying for a
library card. This information is frequently conputerized and is
used for the checkout of l|ibrary materials, nonitoring of overdue
books, fines and fees, and for the on-going verification of
address and tel ephone nunber. Sone libraries issue |library cards
for a specified period while other |ibrary cards never expire if
used on a reqgular basis. Nonexpiring library cards normally
becone inactive after one year of nonuse. The card may be
retained for verification purposes. The card includes patron
name, honme and busi ness addresses and tel ephone nunbers,
application date, and birthdate.

RETENTI ON
Retain for 1 year after expiration or becom ng inactive and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(c) (1997).

(Approved 06/ 97)
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SCHEDULE 25
LI BRARY RECORDS

SHELF LI ST (Item 25-17)
This is the master inventory of all library holdings currently in
the library collection. Traditionally the record was a card file
whi ch was arranged by shelf or classification nunber, but has now
| argely been conputerized. This master inventory is constantly
bei ng changed as materials are added and wi thdrawn fromthe
collection. It includes classification nunber (or call nunber),
author, title, and nunber of copies.

RETENTI ON
Retain until catal og closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

STATE LI BRARY ANNUAL REPORT (1'tem 25-18)
This is an annual report required by UCA 9-7-211 (1997) to be
submtted by "all municipal, city, county, and public schoo
libraries" to the state librarian. It reports "on the condition
and affairs of the library as required by the State Library
Board." The State Library retains the record copy of these
reports permanently.

RETENTI ON

Retain for 1 year or until adm nistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 97)

Ut ah Muni ci pal General Records Retention Schedul e 1998 247



SCHEDULE 25
LI BRARY RECORDS

STRATEGQ C PLANS (I'tem 25-19)
These are strategic goals and plans adopted by the Library Board
of Directors to guide the devel opment of the library. The plans
are adopted periodically (every 3-5 years). Goals are adopted
both on a long and short term basis. They include statenents
regarding the library's role, plans for the devel opnent of
various |library operations, and goals to achieve the plans.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/97)
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SCHEDULE 26
FI RE DEPARTMENT RECORDS
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SCHEDULE 26
FI RE DEPARTMENT RECORDS

ACTI VI TY REPORT (Item 26-1)
This is a daily and nonthly activity report per work shift per
officer. It is used to conpile annual reports and for planning
and budgeting purposes. It usually includes date and fire nunber;
may al so show officer's nanme, shift, vehicle nunber, case nunber
and total hours on and off duty.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

Bl CYCLE REG STRATI ONS (ltem 26-2)
These are records relating to the required licensing of all
bi cycles sold. Al cycle dealers are required "to |license or
arrange to have licensed at tinme of purchase"” all cycles and "to
keep records on all cycles sold and to furnish, within thirty
days of sale; their respective city or county police departnent
with the nane and address of retailer; year and nake of cycle; a
general description of cycle; frame nunber; name and address of
purchaser"™ (UCA 11-21-1 (1997)). Bicycle registration may be
handl ed by either the fire or police departnent.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/97)
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SCHEDULE 26
FI RE DEPARTMENT RECORDS

BUSI NESS | NSPECTI ON RECORDS (1tem 26-3)
These files docunment the fire inspection of all businesses and
apartnment buil dings. They are used to determ ne conpliance to
fire codes for fire prevention purposes. They include
correspondence, copy of business license, brief history of
buil ding, notices of violations, citations, inspection of
reports, and various inspection forns.

RETENTI ON
Retain for 4 years after subsequent report and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 12/97)
DI SPATCH LOGS (Item 26-4)

This is a daily log maintained on all dispatch activity. It is
used for budget and planning purposes and to docunent activities
of the dispatch office. It includes nanes of personnel working,
time, shift, and a summary of daily events.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 26
FI RE DEPARTMENT RECORDS

DI SPATCH TAPE RECORDI NGS (I'tem 26-5)
These are twenty-four hour tape recordings of incom ng and
out goi ng tel ephone or radio calls nade to and fromthe dispatch
of fice. They are used to docunment the actions of dispatch
personnel. The tapes are rotated on a regular basis. Portions of
t he tapes concerni ng questi onable cases are transferred to
cassette tape recordings.

RETENTI ON
Retain for 30 days and erase provi ded any questi onabl e
actions are transferred to cassette tape.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/97)

EVMERGENCY MEDI CAL EQUI PMENT MAI NTENANCE RECORDS (1tem 26-6)
These are nmintenance records for all fire departnment energency
medi cal equi pnment. They are used to verify that fire equi pnent
has had regul ar mai ntenance. They include copies of contracts,
mai nt enance schedul es, test protocols, equipnent inventory,
performance test records, repair records, parts used, and service
reports.

RETENTI ON
Retain for 1 year after equipnent is replaced and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 26
FI RE DEPARTMENT RECORDS

EMERCGENCY SERVI CES BI LLI NGS (ltem 26-7)
These are billings for transporting patients treated by Energency
Medi cal Services (EVMS) personnel. Patients are billed anbul ance
costs for transporting to hospital facilities. They include
account nunber, incident nunber, service date and tine, patient
i nformation, insurance information, next of kin information,
informati on on responsi ble party, services provided and charges,
si gnature authori zing i nsurance paynents, and signature of
pati ent or next of kin recognizing financial responsibility.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/97)

EQUI PMENT RUN LOGS (Item 26-8)
These logs record information on each run (fire, nedical, public
assi stance) and each apparatus used (|l adder, engine, rescue unit)
in each station. It is used to conpile annual statistical reports
for projecting future service, budget needs and pl anning for
future liability. These logs include tine of occurence, address,
run nunber, tinme in service, type of run, and equi pnent used.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 26
FI RE DEPARTMENT RECORDS

EVI DENCE LOG (I'tem 26-9)
This is a log that shows the chain of possession of all evidence
gathered by the fire departnent. The | og begi ns when evi dence is
gat hered and ends when evidence is returned or destroyed. A copy
of the |l og usually becones part of the investigative file.

RETENTI ON
Retain for 4 years if not part of case file and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.
(Approved 12/97)
EXPOSURE REPORTS (Item 26-10)

This report is conpleted when a fire fighter is exposed to toxic
funes, snoke, or chem cals during the course of fire fighting. It
is used to verify exposure in case of illness. It includes

enpl oyee' s nanme, position, station, address where injury
occurred, occupancy type, date and tinme of exposure, incident
nunber, description of exposure, duration of exposure, synptons

present, date and signature of enployee, and date and signature
of supervi sor.

RETENTI ON

Retain for 30 years after term nation of enploynment (29 CFR
1910. 1020(d) (i) (1997)) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/97)
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SCHEDULE 26
FI RE DEPARTMENT RECORDS

FATAL FI RE | NVESTI GATI ON CASE FI LES (I'tem 26-11)
These case files docunent all investigations into fires causing
fatalities. They may include various report forms, interviews,
phot ogr aphs, newspaper clippings, and other information as
necessary to undertake a conplete investigation. See al so
| nvestigation case files.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/97)

FI RE RUN REPORTS (Item 26-12)
These reports docunent each dispatched fire run. They are used
for budget planning, sunmary reports, and litigation. They
i nclude identification nunber, incident nunber, alarmtine,
arrival tinme, incident type, action taken, cause of fire,
address, nanmes of occupant and owner, tel ephone nunber, vehicles
and crews responding, incident-related injuries or death
informati on, nanme of officer in charge, and nane and position of
person conpleting report.

RETENTI ON
Retain for 6 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 26
FI RE DEPARTMENT RECORDS

HOSE TEST REPORTS (1tem 26-13)
These reports record tests required annually by fire departnents
of all fire hoses. They are used to determ ne whet her hoses are
in good working condition. They include test date, date
previously tested, apparatus nunber, hose dianeter, conditions
found, service date, defects corrected, and officer's signature
in charge of test.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

HYDRANT MAI NTENANCE CARD FI LES (Item 26-14)
These card files (or other simlar discrete nedia) docunent the
mai nt enance of fire hydrants. They are used to locate fire
hydrants and to verify annual inspections which docunment they are
functioning properly. They include |ocation, notations and dates
of annual inspections indicating physical characteristics,
operations, flow check, pressure and | eakage.

RETENTI ON
Retain for 1 year after hydrant renoved and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 26
FI RE DEPARTMENT RECORDS

HYDRANT MAI NTENANCE | NVENTORI ES (Item 26-15)

These inventories are regularly updated and reprinted to docunent
t he mai ntenance of fire hydrants. They are used to locate fire
hydrants and to verify annual inspections which docunent they are
functioning properly. They include |ocation, notations and dates
of annual inspections, indicating physical characteristics,
operation, flow check, pressure, and | eakage.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

| NVESTI GATI ON CASE FI LES (I'tem 26-16)
These case files docunent nonfatal fire investigations. They may
i nclude various report fornms, interviews, photographs, newspaper
clippings, and other information as necessary to undertake
i nvestigation. See also Schedule 27, Item 11 "Fatal Fire
| nvestigation Case Files.™

RETENTI ON
Retain for 10 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/97)
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SCHEDULE 26
FI RE DEPARTMENT RECORDS

| NVESTI GATI ON REPORTS (lItem 26-17)
These reports are conpleted daily and nmonthly on all fire
i nvestigations. They are used for investigative purposes and for
identifying trends in arson incidents. They include date and tine
of investigations, fires investigated, cause of fire, whether
arrests or convictions are nade, tinme spent in court and/or
speci al investigations, training received, flamuable |iquid and
hazardous chem cal incidents, tank inspections, consultations,
and any speci al assignnments conpl et ed.

RETENTI ON
Retain for 6 years and then destroy if annual report
conpiled. If annual report not conpiled retain permnently.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/97)

PUVMP TEST RECORDS (1tem 26-18)
These files contain the results of tests conducted on punping
equi prent. These annual tests are used to certify punping
capabilities and to check equi pnent for stability and endurance.
They i ncl ude apparatus nunber, date tested, station nunber, where
tested, manufacturer's nanme and nunber, test results, tine taken,
and remarks.

RETENTI ON
Retain for 2 years after equi pnent replaced and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 26
FI RE DEPARTMENT RECORDS

QUESTI ONABLE CASES DI SPATCH RECORDI NGS (Item 26-19)
These are audi o cassette tapes containing portions of the
di spatch activity recordi ngs concerning questionabl e cases.
Twenty-four hour tape recordings are made of all incom ng and
out goi ng tel ephone and radio calls received by the office.

Portions of tapes concerning questionable cases are transferred
to audi o cassette tapes.

RETENTI ON

Retain for 2 years after resolution of case and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

SUPERVI SED FI RE DRI LL REPORTS (1tem 26-20)
These nonthly report forns are conpleted on all supervised school
and hospital fire drills. They are used to verify fire drills
were held and to conpil e annual reports. They include drill
nunber, date, school or hospital name, grade, fire fighters

present, nunber of students involved, and signature of chief or
supervi sor.

RETENTI ON

Retain for 2 years or 1 year after annual report conpiled
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 26
FI RE DEPARTMENT RECORDS

TANK APPLI CATI ONS AND PERM T RECORDS (Item 26-21)
These files contain applications received by the fire departnent
and permts issued to individuals desiring to store flammuable
liquid or liquid petroleum Permts are only issued after
i nspection and approval of tanks. They include an application
form permt, a sketch or diagramof |ocation along with tank
di nensi ons, and an inspection report.

RETENTI ON
Retain for 6 years after renoval of tank and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)

UNAPPROVED TANK APPLI CATI ONS (Item 26-22)
These are applications received by the fire departnent requesting
a permt to store flammable liquid or liquid petroleum but were
deni ed after inspection. They include the application formand an
i nspection report indicating reasons for permt's denial.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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SCHEDULE 26
FI RE DEPARTMENT RECORDS

UTAH EMERGENCY MEDI CAL SERVI CES (EMS) | NCl DENT REPORT (Item 26-23)
These report forms record both statistical and patient
information on all Emergency Medical Services (EMS) calls
received by the fire departnent. They serve as the nedical chart
for all persons treated by the departnent's paranedics. This
report is required by |aw (UCA 26-8-5(5) (1997)) and a copy is
submtted to the State O fice of Enmergency Medical Services for a
conpliance audit and is retained for 25 years.

RETENTI ON

Record copy: Retain for 10 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/97)

UTAH FI RE | NCI DENT REPORTI NG SYSTEM ( UFI RS) FORMS (Item 26-24)
These report forns are conpleted for each fire and are submtted
to the State Fire Marshal. The information is then submtted by
the State Fire Marshal on conputer tape to the Federal Emergency
Managenment Agency (FEMA). The information is maintained
per manent |y by FEMA

RETENTI ON
Retain for 6 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/97)
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